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EMIANNUAL INDEX IN THIS ISSUE 





Smith-Corona...the electric 
that challenges comparison 


“Smith-Corona 


\esanetenrsnepenennaanannssnases _ 


FASTEST PERFORMANCE! FINEST FEATURES! FIRST 
IN VALUE! Compare the Smith-Corona Electric Type- 
writer with the rest, and you'll see why it’s rated 
best! Call your nearest Smith-Corona representative 
for a demonstration, and see the Smith-Corona 
Electric before you buy. 
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W ...- ANYONE can do 
NO PROFESSIONAL QUALITY 
PLASTIC BINDING! 


with these HAND-OPERATED 


PLASTICO 


PUNCHING & BINDING UNITS 





Model 24 
Punching Unit Model 24 
Precision-punches pages fast and easy Binding Unit 


with powerful SHEARING ACTION! 


Just insert cover and pages 
. pull lever . . it’s PLASTICO-BOUND! 


— 


so EASY, SO SMART, SO QUICK! 
Two simple operations complete a PLASTICO BINDING in 
minutes! Precision machines guarantee professional results. : 
And these easy-to-operate machines cost so little they soon Exclusive 


pay for themselves—save you money from then on in. Cata- ARCH DESIGN 


logs, brochures, manuals, financial reports, price lists and many for added strength 
other items are all easily bound for a long life of service. and becuty 


A FEW PROFITABLE TERRITORIES OPEN 
for live-wire distributors. 
Punching and Binding Machine sales create continuous repeat-profits on 


elements. Write on your business letterhead for full details. 
P.S. We also manufacture power equipment. 
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ea PLASTIC BINDING CORPORATION 


Originators of Plastic Binding in America 
732 Sherman St., Chicago 5, Ill. @ 15 West 24th St., New York 10, N. Y. 
e SE OES A I TT EET NE GEE ETT ERENT UNNI Geman meme 
PLASTIC BINDING CORPORATION 
Dept. © 732 Sherman St., Chicago, :Sefllinois 


Please rush FREE BOOKLET giving me full information about 
the new PLASTICO Hand-Operated Punching and Binding 
Units for office use. 





Firm — 





Address 





| Name a 


F 
BOOKLET 


City ee Zone —.. State 





A NEW DESK FROM GFE... 
fo -¥-3fefal-1o mm oh\ame}al-trehmeVasl-laler-m_) 


great architectural firms 





(Sa GENERAL FIREPROOFING 
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The Personnel Problems of Office Automation 
It is management's responsibility to plan the conversion ‘to ‘office 
automation in a manner that will serve the best interests of both the 
company and its employees. Here is an adaptable formula for per- 
sonnel conversion. Dr. ALBERT S. FRANCES 


Automation and the Skilled Office Worker. 
We applaud when automation takes” over the “drudgery of routine 
clerical tasks, but what about the more highly skilled workers whose 
jobs now can be done by machines? Will they be happy in the positions 
management makes for them? 


This Functional Code Controls Engineering Drawings 

If your engineering department has difficulty scheduling drafting time 

and rounding up drawings for construction or reference, a functional 

code should make life easier for them. J. F. CUMMINGS 
Office Flies from N.Y. to L.A. 

This office had to be moved 3000 miles while continuing its day- to- day 

operations. The answer was to fly all personnel and equipment over 

a single weekend. 
Making the Most Effective Use of Time 

Scientists do not agree as to just what “time” is, but the office super- 

visor wishes he had more of it. Since it is generally futile to try to im- 

prove employees’ use of time by directives, the author provides a 

plan to follow. Harry L. WYLIE 
Mothers’ Night Shift Eases Office Personnel Shortage 

Many mothers with valuable clerical experience are glad to get away 

from their home cares in the evenings and return to office work. They 

do a fine job, too. ALLEN L. DONIELSON 
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THE 
PERFECT 


OFFICE PEN 


: Refillable 
' Retractable 





With pen-size, 
visible ink supply. 
In 512” long refill 


“A Rite FAVORITE 


YOUR 


“FAVORITE” PEN 


"AP Rite. 


Unique shape 
for maximum 
writing comfort 








Medium Line — #59 — 29¢ ea. 
(Refills 4059 — 12 for $1.20) 





Ext. Fine Line #592 — 39¢ ea. 
(Refills #0592 — 12 for $1.80) 








Choice of 4 ink colors: 
Blue, Red, Green or Black 


Also with Photo-Copy Ink 
or Non-Skip Balls 


Packed in 1 doz. slide boxes 


Order from your 
Stationer or inquire at: 


ALL-RITE PEN, INC, 


Hackensack, New. tee 
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PAPERS BUILT TO DO TOUGH JOBS WELL 


The strength of these papers and their good looks come from the carefully 


selected new cotton fibres used in their manufacture. Another important 
factor, they are produced on “Valley Queen”... America’s newest and finest 
paper machine . . . with the most exacting automatic controls. * You have a 
wide choice of colors, grades and weights from which to select. Also, you 
can have the grain either direction . . . therefore, stand-up cards, regardless 
of dimension, can always have the grain run the proper way — up and down. 
¢ For any paper application requiring stamina and appearance, use Gilbert 
Quality Ledger or Index papers. Write for Samples and Complete Information. 


GILBERT PAPER COMPANY + MENASHA, WISCONSIN 


GILBERT 
COTTON FIBRE 
LEDGER 
and INDEX 
PAPERS 
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which it raises capital for an added truck crane line 


“Our Monroe Accounting Machine has saved us $6,325 in accounting and = *Popular name for the Monroe Accounting 
clerical costs during its first year,” tells Emil A. Florio, Treasurer of Gar Machine. Because it saves money by lowering 
Wood Company, truck and truck equipment retailer and wholesaler of your accounting costs... makes money by free- 
Boston, Massachusetts. “With this money we were able to invest ina new _ ing capital for your business to grow on. 

line of traveling truck cranes to broaden our service.” 


----— FREE CASE HISTORIES a 


The Gar Wood-Boston story is typical. For an investment of $1,195, they 
got cash savings right from the start, then year after year of dependable 
money-saving operation. Smart business managers the country over are find- Sahl ‘acpany te ee on lth ents JAucMaa 


r 
| 
! Address request on your company stationery for 
1 
! 
ing new money to grow on when they change from pe d-ink or anti- : Accounting. Write 
1 
! 
! 
! 


free book of case histories of companies who 


quated machine bookkeeping to Monroe Machine Acco 


As little as $750 buys it. Find out the facts. 
’ Ma 
See the MAN from MONROE 
f for CALCULATING 


a2) ° ADDING + ACCOUNTING 
A DIVISION OF LITTON INDUSTRIES \ , DATA PROCESSING MACHINES 


Accounting Machine Dept. 10 
Monroe Calculating Machine Company 
Orange, New Jersey 
L 


Monroe Calculating Machine Company, Inc., Sates and service in principal cities everywhere. General offices, Orange, N. J, 


For More Information Circle No. 371 
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This index, prepared for your convenience, lists the products and services adver- 
tised in this issue. Refer to pages listed for information on each. Further details 
can be had by writing manufacturer direct, or by use of reader inquiry card. 


All numbers below refer to PAGES. Reader inquiry card numbers are at the 
bottom of individual advertisements. 
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INDEX 
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Systematics 
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OLIN MATHIESON ANNOUNCES 


NEW ECUSTA. OFFSET 
... QUTMODES 


A NEW DIMENSION 
IN PRINTING PAPERS 
lightweight with opacity 


Lightweight . . . takes less postage, smaller 
storage space, easy to handle 


White . . . brings new life to halftones, line 
copy and color 
Opaque ...can be printed on both sides 


Runs Well... won't foul up in offset 
duplicating machines 


Rich ... gives luxurious, bright finish to 
every job 


Economical... already saved one firm $30,000 
a year on mailings and manuals 


ECUSTA WAYLITE OFFSET DUPLICATOR PAPER 

is available from Ecusta Paper Merchants in two 
weights, 9# and 12#, and in two cut-to-size 
sheets, 842x1l and 8%x14. For free information 
and comparison tables with heavier weight 
papers, write: ECUSTA PAPER PRODUCTS, 

Pisgah Forest, North Carolina. 


LIGHTWEIGHT PAPERS THAT GIVE FRUGALITY WITH A FLAIR 
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DUPLICATING PAPER 
ALL OTHERS: 


Eanes. 


OVESE' Ov 


OLIN MATHIESON O ECUSTA PAPER PRODUCTS 
Packaging Division MA Pisgah Forest, No. Car. 
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“The President himself congratulated my boss 
on what he’s done for the company 
by making everyone 


Multilith master-MINDED” 


Information is as easy to put on a Multilith paper Master 
as on any sheet of paper. It’s as easy to make changes and 
additions, and to file, but there’s one big difference. What- 
ever you have on a Multilith Master can be reproduced 
instantly, automatically, including up-to-the-minute changes. 
You get as many copies as you want, when you want them, 
each a clear, perfectly legible, top-quality original. 

Find out what this means in actual SAVINGS on your 
purchasing, receiving, production, shipping, biiling and other 
clerical operations . . . and production of your own forms 
and advertising literature. Contact your nearby Multigraph 
representative for a report free of cost or obligation. 





© 1959 A-M Corporation For More Information Circle No. 348 
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ee 
The Personnel Problems 


Of Office Automation 


DR. ALBERT S. FRANCES 


Staff Sociologist, Dunlap & Associates, Stamford, Conn. 


UTOMATING AN OFFICE entails 
A: definition of new personnel needs. 
This is equivalent to saying that a new 
series of jobs will be opened up by 
automation. Some of these will be deter- 
mined by the operation and maintenance 
requirements of automatic equipment, 
i.e., Operative jobs. Others respond to 
the need for adjusting automatic systems 
to the overall 
control jobs. These differ from opera- 
tional jobs in that their holders do not 


office operation, /e., 


work directly with automatic equipment, 
but receive, check, abstract and trans- 
mit data supplied by the machines to 
other parts of the organization. 

Both types of jobs should be planned 
for well in advance by the personnel 
department after the requirements of 
the job have been ascertained. The new 
job descriptions should contain (1) pre- 
liminary qualifications determining 
eligibility for the position, or recruit- 
ment determinants; (2) specific rights 
and duties pertaining to the position 
(title, salary, status, responsibility, etc.), 
or performance determinants; (3) pros- 
pects of continuity and advancement in 
the company, or career determinants. In 


12 


short, recruitment determinants establish 


eligibility for the job; performance 
determinants describe the position; ca- 
reer determinants state how much se- 
curity and future the prospective em- 
ployee can expect. 

Definition of 
part of the overall plan covering the 


automatic systems to be installed. It can 


personnel needs is a 


conveniently be thought of as an aggre- 
gate of empty cells that must be filled 
with the names of jobholders. 

Now take the old operations plan 
that the automatic systems will super- 
sede. From the standpoint of personnel, 
this also consists of various job specifi- 
recruitment, per- 
formance and career determinants, ex- 
cept that this time the are not 
empty: there is the name of a jobholder 
The model’ 


cations in terms of 


cells 
in each of them. outlined 
below reduces the problem to a matter 
of finding ways to fill the empty cells 
(in line with the new job requirements ) 
and emptying the filled cells (the jobs 
to be displaced). This 


Operation is 


*This model of conversion is adapted from a 


a theoretical formulation by Dr 
Dept. of Sociology, Columbia 
York. 


Jiri Nehnevajsa, 
University, New 
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NEW AUTOMATED 
OPERATION 
PERSONNEL 

Problem of Integration 


SS 





CONTINUED WITH 


OLD OPERATION 


PERSONNEL POOL 


(81) 
TERMINATED (Al) 





(A) 
WEW 


a. performance 
b. positions 
| 


inter-relations 


PERSONWEL 
A) (Bl) (B2) 


CONTINUED 





TRAINING 


ALL 
PERSONNEL 


(B2) 
TRANSFERRED (A2) 














generally known as “personnel reorgani- 
zation,” but it is convenient to realize 
that it is a conversion operation. 

The conversion in question permits 
of two extremes: (A) hire new person- 
nel for the new jobs; (B) adapt old 
personnel. (A) poses two alternatives: 
(Al) terminate the old personnel; (A2) 
transfer them to other duties. (B) allows 
two solutions: (Bl) train old person- 
nel in automatic systems and continue 
them in it; (B2) continue them in it 
without training. Thus the conversion 
operation can be represented by the 
diagram at the top of this page. 

From the above it is clear that all 
personnel connected with the old oper- 
ation must be categorized in four dis- 
tinct groups: Al, A2, Bl, B2. This is 
phase I of the operation, or the dif- 
ferentiation phase. Subsequently the 
personnel allocated to the new auto- 
mated operation must be integrated to 
(a) the new performance requirements; 
(b) their new positions; (c) their new 
inter-relations (involving both formal 
relations within the chain of command, 
and informal relations resulting from 
mutual comparison of salaries, status, 
promotion prospects, etc.). This is phase 
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a. 
=— 
WITHOUT TRAINING 





> 
> 


II, or the integration phase 

It is expected that most personnel 
problems ensuing from automation ma\ 
be covered by this model. Moreover, it 
is believed that most personnel problems 
are consequences of a fau/ty conversion 
operation. 

Imagine the old operation had at 
[he 


automated operation requires m number! 


forded n number of jobs. new 


ot jobs. The old jobs are a,b,C,... }...M 
and represented as the components of 
The 


..m and represented as the 


column vector t jobs are 


new 
a 
components of row vector t,. Combining 


the two vectors we obtain a matrix 


follows: 





So far the cells of the matrix are 
empty. It is necessary to fill them to 
determine group A (those who will be 
either terminated or transferréd) and 
group B (those who will continue). 
Since each of the jobs in vector t, 
(relating to the old operation) is oc- 
cupied by an employee, it can be deter- 
mined if any of these employees satisfies 
the requirements of any one of the 
vacant jobs of vector t, (relating to the 
new automated operation). If so, we 
write | (one), if not 0 (zero). The 
result will look something like this: 


Hence the occupant of old job a is 
convertible to automated job f, b to d, 
etc. But c is not convertible to one of 
the new jobs, though j is convertible to 
both f and i, and n is convertible to m. 

How do you determine whether a 
person is convertible or not? Remember 
that a job has been previously described 
as a combination of recruitment deter- 
minants (r); performance determinants 
(p); and career determinants (q). Com- 
paring the old job (t,) to the new job 
(t,), the determinants of the old job can 
be represented as the column vector t, 
(T,; Pos Go»). Combine it with the row 


14 


vector of the new automated job t, 
(r,;, Pj, q,) and the result is as follows: 


This matrix can be filled by compari- 
son of the similarities and dissimilarities 
between the old job determinants and 
the new, placing a 1 whenever similari- 
ties are present, and 0 where otherwise 
is the case. 

For the purpose of the individual and 
objective matrix, r covers the sum total 
of the employee’s skill and experience 
prior to being hired; p his performance 
on the job; q what he expected from 
the job. 

To the extent that an employee’s past 
history affords clues to his character 
and preferences, differences between 
r, and r, will be significant. It is obvious 
that where there are wide differences 
between what a person was actually 
trained for and later did and what the 
job description calls for, it may be 
assumed that the employee might not 
be satisfied nor useful in the new job. 

Comparison between p, and p, refers 
primarily to technical ability and skill. 
While small differences may be obviated 
by training, large ones may indicate that 
it is immaterial whether the employee 
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TAKE A GOOD LOOK 


ribbon that 
types as 


sharp & clear 


as any plastic or 
carbon-paper 
ribbon! 


THE SUPER KEMLON TYPEWRITER RIBBON 


You can use these economical FABRIC The amazingly distinct impressions from 
ribbons for ALL the jobs that formerly Super Kemlon Ribbon are the result of a new 
were reserved for carbon-paper or plastic super-sheer, close woven fabric which is chem 
ribbons! For executive-look sharpness and ically treated and impregnated with superior 
clarity in letters, for neat, handsome repro ink. A full 36 yards of this wonder fabric can 
duction in any typing job—no ribbon of be wound on a single spool. It’s no wonder 
ANY type gives you finer results than Super Kemlon Ribbons are GUARANTEED 


long-lasting Super Kemlon! to outlast any ribbon on the market! 


TRY IT ONCE WE KNOW YOU'LL NEVER USE ANYTHING ELSE! 


Frankel Manufacturing Company 
285 Rio Grande Bivd., Denver 23, Colorado 


i 
Hi 
i 
i 


I © ser ‘ r SUPER KEMLON 
1 ns If I 


FRANKEL ~~: Ieper ee 


24 yard ‘2 inch ribbons per doz. $28.50 


MANUFACTURING CO. Deal 


COLORS 
DEGREE OF INKING 


MAKE OF TYPEWRITER 


Name 


Firm N 
285 Rio Grande Bivd., Denver 23, Colorado ——— 


Address 


City 
For More Information Circle No. 274 
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Be sd 





ae 


| Exposeoriginal 3rd 


material to 
Gevacopy 


| rf 

| Rapid with 
| camera or 
j enlarger. 








Apply “fixing” 
fluid, and 
plate is ready 
for press. 
Process 
| exposed 
Gevacopy 
Rapid 
together with 
Gevacopy 
Aluminum 
Plate, 


NOW! ENLARGE OR REDUCE FOR OFFSET PRINTING 


makes top quality aluminum plates fast 


A great advance in offset du- 
plicating by Gevaert now makes 
it simple and inexpensive to 
reduce or enlarge—on alumi- 
num offset plates—printed 
matter, drawings, microfilms 
or artwork at a fraction of the 
usual cost! And in less than 
one minute! 

Just expose original with a 
simple camera or enlarger to a 
sheet of Gevacopy Rapid. Place 
exposed sheet in contact with a 
Gevacopy Aluminum Plate and 
pass through special developing 
machine. Strip the negative 
from the plate, wipe down the 
plate with fixing solution and 
the plate is ready for the press. 
Cost to you—59 cents! 
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MAKE A PLATE IN 1 MINUTE WITH GEVACOPY RAPID! 


... for only 59¢! 


MAKE "SAME SIZE” PLATES TOO, 
JUST AS EASILY 

Gevacopy Contact Aluminum Offset 
Plates now in use by thousands of 
offices and commercial plants make 
“same size” plates just as easily and 
quickly. The process is the same, ex- 
cept that the original is exposed to 
Gevacopy Contact Paper on any simple 
contact printer. Time to make a beau- 
tiful professional quality printing plate 
—one minute! Cost—39 cents! 

EITHER WAY - YOU GET QUALITY AND SPEED 
The Gevacopy process, perfected by one 
of the world’s greatest photographic 





companies, picks up every fine detail, 
reproduces your original with photo- 
graphic accuracy. Because it produces 
aluminum plates, you get high press 
runs, precision work, great durability 
and the plates can be stored if desired 
and used over and over. And you'll cut 
down makeovers—reduce wasted-time 
and plates up to 75%, or 

even more! 

Complete literature and 

details are yours for the 

asking. 

Write — phone — or wire 

today! 


THE GEVAERT COMPANY OF AMERICA, INC. 
(GEVAERT| 321 West 54th Street, New York 19, New York 


Lincolnwood (Chicago 


, lil. « Los Angeles * Dallas « Denver * San Francisco 
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This one low-cost, easy-to-use machine 


.-. at the heart of Automatic Keysort Data Processing 


What you see here is the Keysort Tabulating Punch—the only 
complete punched-card processing machine in the business 
world. It is the only machine you require to automatically tabu- 
late vital figure-facts on every phase of operation for fast, 
accurate management reports. No special training is required 
for operation, and the machine imposes no restrictions on 
present accounting procedures. Rental is less than $100 a 
month. Your nearby Royal McBee Data Processing Representa- 
tive will be happy to arrange a demonstration. For complete 
information, call him or write Royal McBee Corporation, Data 
Processing Division, Port Chester, N. Y. for brochure G-39. 


ROYAL MCBEE : data processing division 


NEW CONCEPTS IN PRACTICAL OFFICE AUTOMATION 
For More Information Circle No. 279 
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be trained for the particular automated 
job or trained for any new job that 
happens to be available. Hence it might 
be advisable, in certain circumstances, 
to train the employee anew in some 
entirely fresh field. 


Finally, when comparing q, to q; it is | , 


necessary to take into consideration the | 


expectations of the employee con- 
cerned. If the new job offers fewer 
prospects, the employee may become 
demoralized. Therefore, as a general 
rule, when there are significant differ- 
ences between q, and q:, and when they 
are such that they may be construed as 
disfavorable to the converted employee, 
it is advisable to transfer him to an 
entirely new field. Conversely, the best 
adjustment is often obtained when dif- 
ferences do exist between q,. and qh, 
and these are estimated as favorable to 
the employee. 

It should be understood that the fore- 
going represents a most elementary ex- 
ample of personnel conversion, but that 
the model is adaptable to the most com- 
plicated hypothesis. The advantages of 
a systematic procedure for determining 
the basis for personnel conversion are 
as follows: 


1. It avoids policy fluctuation between 
clemency and harshness. In many in- 
stances management may feel it is doing 
a favor to any one employee by letting 
him (or her) stay on in the same 
department where his skills are obsoles- 
cent. This is a mistake because his 
position will be undermined by the 
changes in introducing an automatic 
system, and he will become demoralized. 
If the employee is sufficiently valuable, 
he should be transferred to another 
department where he can be trained 


Tue Orrice—December, 1959 


Lj 


TIME + MONEY + EFFORT 
with a =Sfap/ex 
AUTOMATIC ELECTRIC STAPLER 


Get a fast, accurate, dependable 
Staplex to do all your stapling. 
Don’t let work pile up . . . don't 
waste irreplaceable minutes with 
antiquated stapling methods. Get to 
that job with Staplex ... and you'll 
get it out in record time! 


Staplex is completely automatic 
.+.banishes boredom and fatigue 
... boosts employee morale... puts 
dollars in your pocket with savings 
in time, money and energy. 


Send this coupon today! 


THE Stoplex COMPANY 


775 Fifth Ave., Brooklyn 32, N.Y. 


[] Show me STAPLEX in action! 
() Send me further information 


NAME 
COMPANY 


" ADDRESS 
© 1959 The Staplex Company 
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CHAMPION PAPER SPECIALTIES, INC. 
Hamilton, Ohio 
Subsidiary of The Champion Paper and Fibre Company 
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RIM —-PA. Fr 
Champion Papers now cut, packaged and ready to run! 


It's a new twist in impression papers! It’s TRIM-PAK—the most complete line of impression 
papers ever offered in cut sizes. Now you can get finishes, colors and grades never 
before available. These are genuine Champion papers in the most popular sizes, 
accurately trimmed, packaged, and ready to run on all types of duplicating equipment. 


TRIM-PAK keeps clean and handy in its own moisture-proof packages; order just the 
number you need. 


TRIM-PAK is ready to move smoothly and rapidly from your shelf, through your equipment 
and to your customers with a minimum of waste, a minimum of handling. Precision 
trimming on our new electronic trimmer means papers feed accurately, register better 
and stack easier. For better printability and greater readability, put your next job on 
TRIM-PAK. It’s available now from your authorized TRIM-PAK merchant. For the complete 
TRIM-PAK story, fill out and mail the coupon below. 


CHAMPION PAPER SPECIALTIES, INC. 
HAMILTON, OHIO 


C] Please send samples of the new TRIM-PAK line of impression papers. 


[] Please have your representative call on me with the complete TRIM-PAK story. 


Name 
Company 
Street 
Zone State 


r More Information Circle No. 280 
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anew. If the employee is in a relatively 
unskilled category, and is comparatively 
young, it is better to have him recon- 
sider his future career in the light of 
the more advanced skills and techniques 
that will be demanded of him. Fre- 
quently an employee whose job has 
been continued through clemency will 
later be driven from the company 
through frustration, so it would have 
been kinder to be harsh. 

2. It determines for management the 
exact number of employees that must 
be transferred or terminated. Thus pro- 
grams can be established to help ter- 
minated personnel find new positions or, 
if they are to continue in the company, 
to fit them for new jobs. 

3. It reduces the phenomenon known 

s “low morale” as a consequence of 
automation. Low morale in this case 


damages both employee and employer 
alike, spreading insidiously to other em- 
ployees, complicating departmental 
adaptation to automation and causing 
harm to the individual employee who 
sooner or later will be forced to look 
for a new job under the least propitious 
circumstances. This last is especially 
disastrous because the employee suffers 
from a feeling of inadequacy brought 
about by what he will consider as his 
personal failure faced by automation. 
It seems unlikely that the trend to- 
ward automating functions that were 
previously performed by employees will 
be arrested; rather the contrary. This 
faces the individual employee with the 
responsibility to face up to the need for 
conversion, and management with the 
responsibility to plan a systematic pro- 
cedure for handling such conversion, 


E Reducing Noise of Business Machines is | sovvo | Business with 
ACOUSTORS 


@ Reduce the harsh metallic ee noise by 50% 
or more. 


@ Make for less fatigue. 


@ Increase efficiency and accuracy. 


@ Ease the strain on eyes, ears, and nerves. 


@ Provide modern, cool, shadow-free, and vibration- 
less Fluorescent lighting. 


@ Provide semi-private office effect for the machine 
operator. 


@ Add beauty, as well as efficiency to your offices. 


No Other Method of Noise Control Has Proved So Successful or Economical 





4g THE Original CABINETS FOR NOISE REDUCTION TREATMENT OF OFFICE MACHINES. 








WATKINS- 


INDUSTRIES 


9 Superior Street 
Youngstown 10 * Ohio 
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cleanest 
of all 

copying 

methods 


because 
this 


machine 
USES 
no 
chemicals 


SY p 
Only “Thermo-Fax" Copying Machines do so many 
Jobs...so quickly, so easily, for such low cost! 


Here’s the one copying machine that operates entirely by electricity — 
making it the cleanest, the simplest to use. No fussing with spilly 
chemicals. No time wasted making negatives before getting a copy. 

In just 4 seconds your ‘“Thermo-Fax’’ Copying Machine delivers a 
completely dry copy ready for immediate use. To learn how this fastest, 
simplest and cleanest of all copying methods can speed your work 
systems—including billing, accounting, labeling and addressing—call 
your local dealer. Or mail the coupon. 


S®eseeeeeeeeeeeeeecee & 


veeeeeA[inmesotra Aiming ann A/ANUFACTURING COMPANY:-++- 
+++ WHERE RESEARCH IS THE KEY TO TOMORROW 


MINNESOTA MINING AND MANUFACTURING CO, 
Dept. DBY- 129, St. Paul 6, Minnesota 


as 





Company 


THE TERM “THERMO-FAX" IS Address 

A REGISTERED TRADEMARK 

OF MINNESOTA MINING AND ' 

MANUFACTURING COMPANY oo — —_Zone—___State = 





eeoereeeeeeoereeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee 
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You Get Things Done With 
Boardmaster Visual Control 





Gives Graphic Picture of Your Operations 
—Spotlighted by Color 

Facts at a glance — Saves Time, Saves 
Money, Prevents Errors 

Simple to operate — Type or Write on 
Cards, Snap in Grooves 
Ideal for Production, 
Schedulina, Sales, Etc. 
Made of Metal. Compact and Attractive. 
Over 400,000 in Use 


Complete price $4g50 


|FREE 24-PAGE BOOKLET NO. F-500 


Traffic, 


Inventory, 


including cards 


Without Obligation 
Write for Your Copy Today 


GRAPHIC SYSTEMS 
55 West 42nd Street © New York 36, N.Y. 
For More Information Circle No. 360 


s PHONE PROBLEMS 


SOLVED 
1. Safeguarding privacy. 
2, Quieting the office. 
3. Better hearing—noisy places. 
HUSH-A-PHONE 


Model for all types 
of phones and dic- 
tating machines. 





Write for Literature. 


HUSH-A-PHONE 
72 Madison Ave. 
New York 16 
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Automation and the 


Skilled Office Worker 


UTOMATION and redundancy of 

personnel have long been the con- 
cern of sociologists, industrial psycho- 
logists and human engineers. Now the 
problem is of practical as well as the- 
oretical concern to management. Until 
recently most skilled and semiskilled of- 
fice workers were relatively unconcerned 
about the possibility of technological 
displacement. Science writers and auto- 
mation experts got together at sym- 
posiums and panel discussions and as- 
sured each other that automation was 
the greatest boon since the steam engine. 
Not only would it enable business to 
with 
tangible advantages to both—it would, 
the experts “take away the 
drudgery of make 
external to production activity so they 
will be its That at 
major management/labor complex has 


serve the public more efficiently 


asserted, 
jobs and workers 


master.” least one 
some reservation about this pat assur- 
demonstrated by the current 
troubles in the steel industry. Whether 
or not automation finally 


ance is 


leads to a 
utopia on earth is, at this stage, purely 
academic. Of practical concern are the 
problems of employee morale. 

For instance, Marilyn D. Lamsey of 
Chicago points up a typical case of 
automation adversely affecting the 
working morale of senior and skilled 
accounting personnel in her company. 
In a letter to THE OrFice Miss Lamsey 
writes: 

One specific situation concerns a 
small group of accounting personnel, with 
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Short 
handed? 


call 
manpower, inc! 


for 


skilled, efficient 
temporary help! 


-~ e ey a ys a 
Typists—Stenos  ~““""__ 


— 


Calculator Operators |” 
Receptionists ; 
File Clerks 


Use our trained employees 

» as long as you need them. 
We pay all salaries, taxes, and 

insurance—keep all records. 


Call the Manpower 
Office in Your City 


faat-taleked 4-) mm lates 


Over 180 Offices Throughout The World 


World Headquarters: 820 N. Plankinton Ave., Milwaukee, Wisconsin 


For More Information Circle No. 317 
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NARANSPUN 


fabrics are converted by 


MEAD & MONTAGUE, INC. 


245 FIFTH AVENUE 
NEW YORK 16, N.Y. 


THE GEORGIA COMPANY 


276 FIFTH AVENUE 
NEW YORK 1, N.Y. 


. - « AND DISTRIBUTED THROUGH: 


CALIFORNIA 

Gefiman Fabrics 

950 Santee St., Los Angeles 
Peerless Curtain Mfg. Company 
1047 Santee St., los Angeles 
Peerless Curtain Mfg. Company 
575 Mission St., San Francisco 
Jack H. Perle Company 

2414 S. Broadway, los Angeles 
COLORADO 

Columbine Mfg. Company 

1250 Broadway, Denver 

The Pawley Company 

26th & Wolnut Sts., Denver 
GEORGIA 

Carole Textiles 

906 Ellis St., Augusta 

ILLINOIS 

Clark Linen & Equipment Company 
303 W. Monroe St., Chicago 
Dozians 

125 N. Wabash, Chicago 


Haag Brothers 
Box 272, Skokie 


lussky, White & Coolidge 
214-216 W. Monroe St., Chicago 
LOUISIANA 

C. Bel for Awnings 

3139 Tchoupitoulas St., New Orleans 
MARYLAND 

C. E. Bridde!! Company 

2800 Hampden Ave., Baltimore 
MASSACHUSETTS 

Duggan Simmons Company 

131 Portland St., Boston 

Andrew Dutton Company 

60 Canal St., Boston 

Seaveys Incorporated 

38 Emerson St., Haverhill 
MICHIGAN 

Decorative Mills 

14217 Fenkell, Detroit 
Morgonroth Fabrics, Incorporated 
7329 W. McNichols Rd., Detroit 


MINNESOTA 


B. H. Ritterhoff 
600 First Ave. N., Minneapolis 


MISSISSIPPI 

Woolley Brothers 

411 S. Stote St., Jackson 
MISSOURI 

Prairie Products Company 
617 Wyandotte, Kansas City 
NEW JERSEY 

S. Radin & Sons 

209 Straight St., Paterson 
Krupnick Brothers, Inc 
386 Brood St., Newark 


NEW YORK 

A. & J, Shade Company 

37 Franklin St., Buffalo 
Frank Niering & Company, Inc 
33 S. Robinson Ave., Newburgh 
Crea-tex Corporation 

387 Fourth Ave., New York 
Dazians 

142 W. 44th St., New York 
Jofa, Incorporated 

45 E, 53rd St., New York 
Greeff Fabrics 

4 E. 53rd St., New York 
Krovet Fabrics 

104 E. 25th St., New York 
Melco Fabrics 

7 W. 29th St., New York 
Erbun Fabrics 

19 E. 21st St., New York 
Maharam Fabrics 

130 W. 46th St., New York 
Naco 

291 Grand St., New York 
Rolay Fabrics 

118 E. 28th St., New York 
F. Schumacher & Company 
60 W. 40th St., New York 


Stroheim & Romann, Inc. 
35 E, 53rd St., New York 


J. H. Thorp 

Grand Central Station, New York 
Jud Williams, Incorporated 

18 E. SSth St., New York 
OHIO 

S. M. Hexter Company 

2810 Superior Ave., Cleveland 
Payne & Company 

3500 Kettering Ave., Dayton 
OKLAHOMA 

Fabricut 

1506 S. Utica, Box 354664, Tulsa 
PENNSYLVANIA 

Basset McNab Company 

1032 Arch St., Philadelphia 


Croydon Fabrics 
1926 Arch St., Philadelphia 


leedes Fabrics 
1318 Arch St., Philadelphia 


Decorators Industries 
2106 Penn Ave., Pittsburgh 
TEXAS 


A. F. Schmalzried & Company 
2650 Main St., Dallas 


Carl E. Williams 

4304 La Branch, Houston 
WASHINGTON 

Phil Youdene Company 

919 Olive Way, Seattle 
CANADA 


A. B. Caya 
Kitchener, Ont. 


Cavers Fabrics, ltd. 
60 Front St. W., Toronto 


Arthur Sanderson & Sons 
31 Teraulay St. Toronto 


SARANSPUN 


TRADE MARK 


For More Information Circle No. 286 


THe Orrice—December, 1959 











THE DRAPERY FABRIC THAT COMBINES GLAMOROUS BEAUTY 


WITH AMAZING LONG LIFE AND RUGGED RESISTANCE TO WEAR 


. 


NEVER FRAGILE 


NARANSPUN 


& 
s 


2 
: 
f 
5 








MOTHPROOF 





SARANS PUN 
th 


PHOTO. RESEARCH AND DEVELOPMENT BLDG., NATIONAL STEEL CORP, WEIRTON, W. VA 


SARANSPUN offers long life and maintenance economy to hotels, hospitals, schools 

every type of commercial or industrial installation. Never fragile, never brittle 
SARANSPUN will take no end of “beating” without cracking, flaking or even showing 
signs of abuse. SARANSPUN fabrics are made of 80% solution-dyed saran fibers ond 
20°o| solution-dyed viscose—a blend that assures greater fade-resistance. In a wealth 
of decorative prints and-a host of striking solid colors, SARANSPUN represents a revo 


lutionary advance in the development of carefree drapery fabrics 


\. SARANSPUN WOVEN BY: J. P. STEVENS & CO., INC. 
THE NATIONAL PLASTIC PRODUCTS COMPANY 


ODENTON, MARYLANI) 


MANUFACTURERS OF NEVAMAR DECORATIVE LAMINATES 


some college or business school training 
in accounting, who no longer have oppor- 
tunity to use their experience and knowl- 
edge because the company financial reports 
are now prepared and printed on an elec- 
tronic computer operated by tabulating 
personnel. These people all have consid- 
erable service in the company, averaging 
12 to 15 years, and would like to remain 
in the organization because of pleasant 
working associations and the team spirit 
that has existed among them as well 
as satisfactory salaries. However, morale 
is low, since their part in closing the 
books monthly is now largely a matter of 
filing tabulated statements in the proper 
binders . 

Miss Lamsey asks, “How should man- 
agement handle situations of this sort?” 
Careful perusal of the literature of 
automation over the provides 
scant answer. Where the problem is 
tackled at all and concrete suggestions 
made, the author is generally concerned 
with the automation/employ- 
ment picture, not specific situations in- 
volving specialized personnel. Many 
sociologists mask their dearth of practi- 
cal recommendations in the jargon of 
their profession, seeming at times to 
imply that, if management pretends 
automation is not a problem, it may go 


years 


overall 


away—or sort itself out. The answer, as 
suggested by the “experts,” would ap- 
pear to be this: automation is not sup- 
posed to create unemployment; it is 
supposed to relieve workers of dull 
repetitious tasks so that they are avail- 
able for more stimulating employment. 

This sort of answer being of dubious 
utility, Miss Lamsey’s question was sub- 
mitted to a company that has spent 
millions of dollars, not only in develop- 
ing automatic equipment, but also in 
figuring some of the human issues in- 
volved. International Business Machines 
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Corp. pondered the question and replied 
as follows: 

There is no glib answer to Miss 
Lamsey concerning the impact of 
automation on her job. Automation is 
supposed to free people of many dreary 
repetitive tasks and make them available 
for more stimulating work. This, of course, 
does not give comfort to the person who 
would rather have routine work than no 
work at all .... 

Here, of course, IBM entirely misses 
the point. 
friends did not want routine work. That 


Miss Lamsey’s accounting 


their skilled function in the company 
was directly threatened by the installa- 
EDP is precisely the point. 
Doubtless the personnel department 
could have assigned them to some rou- 
tine work outside the accounting depart- 
ment, but the type of person who would 
have accepted such a solution is not the 
type Miss Lamsey is concerned about. 
What happens when EDP equipment 
threatens to displace skilled personnel 
with seniority who wish to remain on in 
the company? IBM has nothing to say 
on this score. 

The letter does suggest that the an- 
swer may lie in the opportunities that 
employees are further 
education, thereby again missing the 
point since Miss Lamsey’s people do 
possess the education for the job and 
this is essentially the trouble. To tell a 
skilled accountant who loses out to a 
computer that he now should study 
electronics, smacks too much of begging 
the question. IBM closes by stating: 

The fact is that automation not only 
provides more jobs in the long run—it 
offers better jobs. The U.S. civilian labor 
force has increased by 7.2 million jobs in 
the last ten years—an era of great tech- 
nological advance 

Stemming from such an authoritative 


tion of 


afforded for 
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MAKE YOUR OWN METAL 
OFFSET PLATES IN 


6O SECONDS 


with 


MAGI-PLATE. 














Machine being used: Photorapid Electra 


CHECK THE AMAZING ADVANTAGES OF MAGI-PLATE! 


¢ No experience necessary. Anyone can learn to make perfect plates 
in a few minutes. 

¢ No expensive equipment or supplies! Use MaGI-PLATE with your present 
photocopy equipment and a simple low-cost accessory. 

¢ Direct photocopy images of anything the eye can see... from halftones, solid 
images and colors! Makes sharp—or clean solid photographic lines! 

¢ 75% less plate mortality before printing! 

* Up to 40,000 copies! 

¢ Cleanest plate-making process ever developed! 
Nothing to stain fingers or clothing! 


FREE TRIAL in your office or plant. Call, wire or mail coupon to your 
nearest Photorapid Division office. — as = 


[ 
. 1 We would like to try PHOTORAPID MAGI-PLATE 
Photoraptd. at our office without obligation. pent, 9.5 
| 
| 


NAME 
TITLE 
EASTERN CENTRAL WESTERN FIRM NAME 
DIVISION DIVISION DIVISION ADDRESS 


Dept. 0-5 Dept. 0-5 Dept. 0-5 | CITY ZONE__STATE 
236 Fifth Ave. | 3620 Oakton St 142 Oregon St : PHONE ' 
New York 1, Skokie, El Segundo, Calif.| . ND | 


New York Illinois OR. 8-9025 
MU. 9-3676 JU. 8-1600 DU. 5-7291 DEALER INQUIRIES INVITED 
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How about a new Letterhead? 


Perhaps it’s time 
for a fresh design 
and a bright new 


WESTON paper 


Your printer, advertising agency or 
letterhead designer will gladly sug- 
gest a new design and a paper of 
appropriate quality from the com- 
plete family of Weston cotton fiber 
letterhead papers—including Old 
Hampshire Bond (Extra No. 1, 
100%), Defiance Bond (100%), 
Winchester Bond (50%), Weston 
Bond (25%) and Weston’s Hand 
Weave (25%). Write Dept. OF 
for samples. 


Better Papers are made with cotton fiber 


BYRON WESTON COMPANY 
Dalton, Massachusetts 


Makers of Papers for Business Records Since 1863 


W ESTO N PAPERS 


Leading Makers of: LETTERHEAD PAPERS « POLICY PAPERS + LEDGER PAPERS « INDEX BRISTOLS 


For More Information Circle No. 312 


30 Tue Orricr—December, 1959 





source, this general answer may be a 
source of collective comfort to the 
general office worker. But it still leaves 
open the question of specific ADP in- 
stallation and its effect on such groups 
as Miss Lamsey’s. 

That this problem is at last receiving 
some official recognition is evident from 
the recent hearing in Washington on the 
present and future use of EDP equip- 
ment in the federal government. Com- 
menting before the investigating sub- 
committee last June, Congressman John 
Lesinski (Mich.) said: 

It is my understanding that office auto- 
mation . . . does not pose the same threat 
that factory automation does. However, 
we need to be ever mindful that to the 
fullest extent possible employees, both in 
the factory and in the office, be protected 
from the impact of automation. It is pos- 
sible that the use of electronic equipment 
in government may some day pose a 
threat to employee job security. One of 
the matters that we will want... to 
discuss is just what is being done by gov- 
ernment departments and agencies to meet 
this problem. 

This is the crux of the problem. 
Across the nation skilled office em- 
ployees are beginning to wonder just 
how big a threat office automation is to 
their job security. Giant companies do 
not know. What do you believe? We’d 
like to hear from you. 
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TYM- an-DATER 


Pej gey VP -Vile 
UT RY PV 


e DEPENDABLE 
e ACCURATE 
e FAST 


Exclusive, Geneva-geared drive for accurate 
time wheel placement. Heavy cast iron frame 
Heavy duty 


Feather-touch, internal trip 


and case for utmost stability. 
Telechron motor. 


switch for the lightest paper.—Assure you the 


| finest, fully automatic time stamp. Available 


with or without visible indicating clock. 


Cincinnali 
Mk 


ZrimME RECORDER CO. 
1733 CENTRAL AVE. 
CINCINNATI 14, OHIO 
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TWO | 
GREAT _ kapenee 
NEW 

COPEASE 


OFFICE 
OF @} 3 82) 5) 


CHAMPION 


COPEASE CHAMPION —The unchallenged leader for 
all-purpose low cost office copying! Copies any original up to 15” 
wide by any length. 


COPEASE COMET — Economical, quick, compact, desk 
top copier for departmental or small office use! Copies any original up 
to 9’’ wide by any length. 


REVOLUTIONARY INSIDE AND OUT! 


New ‘“‘Posi-Contact”’ exposure principle produces professional copy quality ... no 
guess work . . . no waste copies . . . 95% on all copying with no dial adjustment. 
Front delivery of completed copy . . . no reaching . . . no waste motion. ‘“‘Easy-Out”’ de- 
veloper tray for quick change. Compact, lightweight machine occupies less space than 
a typewriter. Operates under all lighting conditions. Makes double-sided copies . . . 
air mail copies . . . card stock copies. 


Convince yourself that these and many other features all add up to make the 
Copease Champion and Comet the finest, most versatile, most economical office 
copying machines ever produced. The attached post card brings convincing proof. 


COPEASE CORPORATION 
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Please send information on: 


[_] Copease Photocopiers 
[_] Copease Banda Spirit Duplicators 
[_] Copease Copilith Offset Presses 


Name 


Firm 


coe ‘a 


COPEASE 


Street 


ver a 


_ State 





4ASVaAdOD 


BUSINESS eis MAIL 


No postage s if mailed i e Unit 


COPEASE CORPORATION = 
425 PARK AVENUE 
NEW YORK 22, N. Y. 





COPEASE ANNOUNCES 


£& 
THE NEW ™ 
COPILITH 
OFFSET PRESS... 


covering the entire range of small offset print- 
ing and duplicating requirements. Four models 
available designed and built expressly for Copease by 
Rotaprint . . . the originators (since 1927) of small 
offset presses for the office. All of these machines em- 
body new ideas in: @ Integrated Dampening (no 
water rollers) @ Simplicity of Operation e Flexibility 
in Master Selection @ Quietness in Use @ Floor Space 
Requirements @ Form Rollers for Uniform Inking e 


Registration @ Styling @ Trouble Free Maintenance 
: STANDARD 


THE COPEASE 


BANDA 
) a O58 Ms Me DD OS 33 FC OF- 4  O) ST 


Twenty-five models designed specifically for 
all systems and production duplicating re- 
quirements. Includes Automatic Line Selec- 
tion Machines. These Models include the fol- 
lowing exclusive Copease—Banda features: 
Automatic Master Positioning Guide @ Single 
Lever Master Lock—Start & Stop e Automatic 
Non-Flood fluid control e Ream Feed—Ream 
Delivery @ Preset Counter (stop machine at 
quantity set) @ Selective Front or Rear Delivery 
e Automatic Line Selection @ Dual Feeding (two 
81% x 11” sheets on 17’ machines) 


DUPLEX 


Now COPEASE proven quality available in this complete 
line of photocopying and duplicating equipment. 
AND DUPLICATES 
COPEASE COPIES A EVERYTHING! 


425 PARK AVENUE, NEW YORK 22, N.Y. 
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MAKE SURE YOUR 


eae Ve pDUPLICATOR 


Here are two important produc- 
tion aids that will enable your 
duplicator operation to turn out 
more work in less time at less cost. 


A CHALLENGE PAPER CUTTER 


Available in a wide range of sizes and 
types used by duplicator operations . 
lever and power types . . . 19 inches cut- 
ting width and larger. Save the time and 
expense of having cutting work done out- 
side. 


A CHALLENGE PAPER DRILL 


Handle your own fast drilling of loose 
leaf forms; also all your cornering and slit- 
ting or slotting work. Drill holes in a 2-inch 
lift of paper in seconds. Available in a wide 
range of models. 


Write for free descriptive booklets and 
names of local dealers or see your Challenge 
Printing Equipment Dealer. 


The CHALLENGE MACHINERY CO. 


GRAND HAVEN, MICHIGAN 
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OFFICE AUTOMATION AND WHITE 
COLLAR EMPLOYMENT by Georgina 
M. Smith. Institute of Management & 
Labor Relations, Rutgers University, New 
Brunswick, N. J., 26 pp., 50c. 

Discusses some of the changes brought 
by automation as they bear on conditions 
of employment of office workers. Author 
gets down to cases and questions of im- 
portance to ail concerned with the labor- 
management relationship. 


20,000 WORDS compiled by Louis A. Leslie. 
Gregg Div.. McGraw-Hill Book Co., 330 
boty 9 42nd St., New York 36, 250 Pp.. 

1 


A handy little book which provides the 
spelling and syllabification of words that 
are sometimes difficult to spell. It’s easier 
to check the spelling in a book like this 


@ INVITATION TO 


P: slekad 


Office Equipment Supplier 
are invited to 
a 


Annual Conventi 


the 


NATIONAL ASSOCIATION 
OF EDUCATIONAL BUYERS 


Pittsburgh Hilton Hotel 
Pittsburgh, May 2-4: 


For details write: 


Bert C. Ahrens, Executive Secretary 
National Association of Educational Buyers 
1461 Franklin Ave., Garden City, New York 


EG aOR Gi SRS oS RR 
For More Information Circle No. 355 
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than to use a dictionary. This fourth edi- 


tion also contains simplified punctuation 
rules and a list of homonyms. 


BUSINESS EXPERIENCE WITH ELEC- 
TRONIC COMPUTERS. Controllers In- 
stitute Research Foundation, 2 Park Ave., 
New York 16, 191 pp., $5. : 

Based on a survey of 17 leading com- 
panies that have had experience with EDP, 
this study shows how expectations have 
been modified and results evaluated since 
the days when automation was counted on 
to cut clerical expenses to the bone and 
relieve management of much decision 
making. 


THE PROS AND CONS OF EQUIPMENT 
LEASING FOR SMALLER MANUFAC- 
TURERS, DEPARTMENT STORES 
AND SUPERMARKETS. Foundation for 
Management Research, 121 West Adams 
St., Chicago 3, 20 pp., Free. 
Includes tables and charts analyzing 

comparative costs of leasing, outright cash 
purchase and purchase by conditional sales 
contract. Details specific situations where 
it is better to lease equipment and situ- 
ations where it is disadvantageous. 





VISUAL 


MAGNETIC 
CONTROL 


ecu 
a kai 
WAL, NOPE 


MAGNETS MOVE FASTEST—& EASIEST—OF ALL! 


Simplest Control for PRICES & 


Sales e Production 
Charts e Personnel aa 


Maintenance e Scheduliny 


Machine Loading 
Visual — 
COLORFUL MAGNETS 
MAGNETIC OeeASHOW ree. - 


ELEMENTS INST 
——as GET THE arty Done REQUEST 


Methods Research Corp. | 


105 Willow Avenue, Staten Island 5, N. 


Priced From 


$38 


INCLUDING 
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recording studio clarity 


MAKES POSSIBLE WORLD'S MOST EFFICIENT, VERSATILE. 
REMOTE OR NETWORK DICTATION SYSTEMS 


BUCY MEN a : 4 width 


Single executive * “Miracle Mike” desk set connected eye Scribe SI-70 remote 
ly Of secretory's desk. ““Mirecle Mike"’ 








Three executive “Miracle Mike” desk sets with Single $I-70 Scribe remote re- 
corder and $1-60 transcriber. Allows secretory to transfer SCRIBE-PAK tape 
mogazine to transcriber freeing central machine for dictation while previous 
material is being transcribed. 





(1) Exclusive Miracle Mike controls all operations 

of the machine. (2) SCRIBE PAK Preloaded tape 

magazine snaps on—no irksome threading, no 

need ever to touch the tape. (3) Play back re- 

cording through Miracle Mike. Combination sin- 

gle and double earset supplied for transcribing. 

Six executive “Miracle Mike’ desk sets connected to 2 Scribe S1-70 remote 
recorder-transcribers. When either machine is in use {indicated by _— on 
executive station) selector switch on desk set permits other dictators to select 
idle machine. Separate transcriber need depends on work load requirement. 


WRITE FOR FULL DETAILS TODAY The above are representative remote installations. Any 


* combination of the various Scribe remote dictation sys- 
SCRIBE DISTRIBUTORS CO. DEPT. O-!2 * tems can be devised to suit your needs 
6949 W. North Ave., Oak Park (Chicago), Ill. 


Please send me complete information about the new 


. : ° rise! SC RIBE SI 70 remote is the most versatile de’ 
SCRIBE dictation systems. efficient equipment available for any kind of remote or 


network system. Scribe records your dictation on reusa 

ble, high fidelity Mylar magnetic tape—preloaded in 30 

NI tact Uicesiantoiti a — —— or 60 minute tape magazines. Every syllable is recorded 

crystal clear. With magnetic tape you just dictate over 

a pany = — » errors as you go. All operations are controlled by finger 

tip touch at the exclusive “Miracle Mike.” Rugged, com 

Address mercial-size Scribe remote dictation systems are versatile 

ideal for switchboards, intercom systems, or any re- 

e cording needs. See your Scribe dealer for the system best 
e for your requirements 


DEALERS— WRITE FOR PROTECTED TERRITORY INFORMATION 


TEM RE R ARITY 





ceeeeeevee ee e008 








@eeeeocoeoev eee eoeveeeoceeeoeneeee ees eoe 


A PRODUCT OF SCRIBE INTERNATIONALE, A DIVISION OF GENERAL SINTERING CORPORATION—Franklin Park, Illinois 
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Can you trust 
your mailing scale? 


Ever realize that your mail scale 
sometimes can’t be trusted? Fact! 
If it overweighs on as few as 8 
letters a day, you could lose nearly 
$100 a year. And if it underweighs, 
the mail you send out arrives 
“Postage Due’ — the recipients pay 
your postage for you. This hurts 
your company reputation and 
creates customer ill will. 

Get rid of your old, tired, 
inaccurate scale, and get a new 
Pitney-Bowes mailing scale! 


A PB scale is precision built, with an 
automatic pendulum mechanism that 
stays accurate. It registers quickly, 
and exactly. The hairline indicator and 
large chart markings leave no doubt. 
Big figures are easy to read. Mailing is 
faster and easier. You save postage, 
and avoid mistakes. 

Ask the nearest Pitney-Bowes office 
to show you any of the seven PB scale 
models — including the parcel post scale 
with 70 lb. capacity. Or send coupon 
for free illustrated booklet. 


, ahs ———— = FREE: Handy desk or wall chart of postal 
oe ° j rates, with parcel post map and zone finder. 
NS Lo ae f E E E 


4 \ Rite 


a PITNEY-BOWES 
panes PITNEY-BOWES., INC. 
Mailing 3479 Walnut Street 
Stamford, Conn. 
Scales 


Send free booklet © rate chart 
PITNEY-BOWES, INC. 


: : : Name 
3479 Walnut St., Stamford, Conn. ' ee 
Originator of the postage meter... Address- 
offices in 122 cities in U. S. and Canada. 
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en figure 


cardstock 
Copies of checks 


NEW A.B. DICK 
PHOTOCOPIER MODEL 110 


es tn 


Pages in magazines 
Pages in books aising . 


Copies of supplier's instructior 


jc ae a Pk Diazo prints 


Stic i wes o nfte t 
. 2-sided originals Bs Copies of conferenc 


Sales reports 


es Copies of glossy photos 
peed reply letters Stapled sheets Copies of statistics 
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Copies everything 


Here’s the perfect solution to all your photocopying 
requirements ... not just part of them! 

No brown, muddy, flimsy copies here. . . copies are 
sharp jet-black on bone white or on any one of 5 eye-ease 
colors (ideally suited to color-keyed systems work). 
Makes copies of anything printed, typed, duplicated, 
written, drawn or photographed . . . from opaque, two- 
sided or transparent paper (white or colored), heavy 
cardboard or pages in books or magazines. And copies 
are permanent, not affected by heat, humidity and light 
... photo-exact, often better than the original. 

And now with the new, exclusive A. B. Dick multi- copy 
process, you make several copies faster than ever before. 
This new process gives your photocopier greater versatility, 
flexibility and cuts copy time substantially on repetitive jobs. 

Call your A. B. Dick Company distributor, listed in 
the yellow pages, for information or a free demonstra- 
tion. Or mail coupon below. 


A. B. DICK COMPANY, ; = 
Dept, O-129 


A:-B-DICK 


Achievement through Innovation 





5700 West Touhy Avenue, i ee re er 


Chicago 48, Illinois 


ee 


Please send me_ information 

about the NEW A. B. Dick “OORESS 
Photocopier, Model 

NEW multi-copy process. 
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Mend with this tape...and you're in clover! 
Read through, and write over! 


SCOTCH BRAND 
No. 810 Magie 
Mending Tape 


For permanent paper mending 


ine : clea: Tanuitca. aon, Practically disappears on file cards, will never cloud, 
Se ea Co discolor or ooze adhesive. Write over it with type- 

writer, pencil or ink. Prevents smudging of type- 
Miiwnesora tg . written titles, too. For all permanent mending and 
sealing. Send now to Dept. EQ-69, 3M Company 


Minne ali. for free picture booklet that shows you why... 
MVianuracturinG COMPANY brie traae rrewin ge we 
ie oe. ee SCOTCH” BRAND Tapes 


WHERE RESEARCH IS THE KEY TO TOMORROW are a girl's best friend ! 


Vv 








FACIT, INC. 404 Fourth Ave., N.Y.C. 16 « 235 Montgomery St., San Francisco 4 
SOLD AND SERVICED IN 102 COUNTRIES 
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Got A Problem 


PLUS Diehl’s High Speed Triplex AUTOMATIC Calculator 
Solves it Best with... 


e Double Transfers and Memory Storage 

e Automatic Short-Cut + or — Multiplication 
e Automatic-Continuous Multiplication 

e Automatic + or —Divsion 

e Addition or Subtraction with or without 

e Automatic key-board clearance. 


nenfabrik e« Nurnberg 


The only calculator 
with direct transfers 
between storage 
register, product 
register and keyboard 
for faster, more 
accurate calculating! 


Six Models For 
Your Exact Needs 
Inexpensive to Own 
and to Maintain 


Sole United States Distributor: PLUS DIEHL Calculator Division 


CONTROL SYSTEMS, INC. 


5 Beekman Street New York 38, N.Y. REctor 2-0045 


DEALERSHIPS AVAILABLE—Write today for full details of the PLUS DIEHL dealership 
plan. It offers a complete new field for calculator sales. 
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a portable, 
electric collator 
for only $149.50" 


the NEW Thomas “Desk-Top” Collator 


Now for the first time a com- 
pletely electric collator that is 
priced within the reach of 
every office... actually half 
the price of anything on the 
market. Yet, this new Thomas 
has the capacity to handle 
8'2 x 11 sheets of most tissue, 
onionskin, one-time carbon, 
bond, mimeo and even %” 
cardboard. It’s portable, light 
weight and extremely simple 
to operate. A flip of the switch 
and the tiresome time-consuming 
task of gathering pages into 
sets becomes an efficient, effort- 
less job... that’s almost fun! 


Mail coupon...or ask your 
own stationer or office equip- 
ment dealer to make arrange- 
ments for a free demonstration. 


We THOMAS COLLATORS INC. 


ats. 


Thomas Collators Inc. 
Dept. B, 100 Church Street, New York, N.Y. 


[_] Sounds good . .. send literature! 
[_] I'd also like a free demonstration. 
WAME 

(please print) 
COMPANY 
ADDRESS 


STATE 
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HE’S DEMONSTRATING 


PLASTISOI, 


THE NEW ALL-PURPOSE CARBON PAPER 


One weight, one finish! Plastisol handles almost every 
typing requirement with every typewriter. 

Outperforms them all! Plastisol delivers clean, permanent 
copies with the uniformity you’ve always wanted. 

See it in action! Plastisol carbon paper will be demon- 
strated without obligation in your office. Write or phone 
for an authorized Columbia representative to call. 


= 


LO: 
ony v vA — 
\) 


COLUMBIA RIBBON & CARBON MFG. CO., INC., GLEN COVE, NEW YORK 
COLUMBIA RIBBON & CARBON PACIFIC, INC., OUARTE, CALIFORNIA 
For More Information Circle No. 311 
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KENRO "VERTICAL 24" shoots up to 
18” x 24”. . . the four-up camera 


KENRO “VERTICAL 18" shoots up to 
14” x 18”... the two-up camera 


For More Information Circle No. 308 


NEW KENRO 
“VERTICAL 14” 
Companion 





Designed for New Matrix Transfer 
and Xerographic Systems 


The new Kenro “Vertical 14” Com- 
panion is the first true office-type 
camera. It goes hand in hand with 
new paper platemaking and photo- 
copying systems recently introduced. 
It quickly makes exposures in day- 
light or darkroom up to 11” x 14”. 
Interchangeable heads are available 
for all Kenro cameras for making 
all types of exposures including line 
and halftone negatives, xerographic 
exposures, one-shot photocopies and 
matrix transfer masters. 


See your Kenro dealer or write for 
complete information on all three 
Kenro cameras and accessories. 


KENRO GRAPHICS, INC. 
Dept. F-12, 25 Commerce Street 
Chatham, New Jersey 


? 


























GRAND TOTAL 
























































Mod. 8561 
Printing Calculator 


EXCEPTIONAL! 
NEW! 


way 


TOTAL 
GRAND ToTaL [fy LAGOMARSINO-FAI 


Viale Umbria 36 - Milano (italy) 


Distributing Centers in U.S.A. 
Transforms complex NEW YORK, Check Writer Co., 565 Broadway 
CHICAGO, Import Office Machine Co., 159 N. 
. : Dearborn St. 
calculations intoa SAN FRANCISCO, Northwest Lagomarsino, 
: 639 Howard St. 
simple and logical LOS ANGELES, Wholesale Business Machines, 
7525 Beverly Bivd. 
. HOUSTON, Addi Machines Distributing Co., 
succession of auto- 2223 Caroline St.» untite wabneet liuad 
DALLAS, Wholesale Office Machines Co., 2000 


matic operations North Lamar St. 


CANADA distributor: Nauta Bros., 3615 Dan- 
forth Ave., Toronto. 
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“Gubide BUSINESS CASES 


LOOKS like leather « FEELS like leather * OUTWEARS leather 5 to 1 
¢ UNCONDITIONALLY Guaranteed 5 full years! 


A prized possession of business and professional men. Stebco TUFIDE's famous 
quality assures them a Case suitable for every occasion. A lasting Gift that will be 
remembered and appreciated even at Christmas, 1970! Available at Office Supply, 
Luggage and Department Stores in popular executive colors. 


STEIN BROS. MFG. CO. ¢ 1401 W. Jackson Bivd. ¢ Chicago 7, Ill. 


Over 40 years of superior quality and experience 
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“We use VARY-TALLY to keep 
fo]ge) el-lamerelelal me) m(-1(-34\4el-melgel-la— 
igelagmeleimmecla-laleiame)iilei-\- mm 


One 
more use 
for versatile 


VARY- TALLY 


by Veeder-Root 


Nearly every day a new use for the versatile Vary-Tally is discovered 
by one business or another. Different industries . . . different businesses 
... different counting problems such as sales or order analysis, inventory 
control, telephone logging, paper control... but allsolved by Vary-Tally. 

The many questions of what ...why...how much...how many... 
where . . . in what condition they’re all answered through the use of 
Vary-Tally — the multiple unit reset counter that counts everything 
countable. 

You can use a Vary-Tally in your business... . in your office. We’ll be 
glad to show you how. Write for complete details. 


Chicago « New York « Los Angeles 
ee Sa oo ’ * San Francisco « Seattle « St. Louis 
¢ Greenville,S.C. * Altoona, Pa. ¢ 
HARTFORD 2, CONNECTICUT Montreal 
‘ oj Offices and Agents in other principal 
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~  AUTOMATION® > * 
», GOES TO THE OLYMPics “¥- 


PiINiShH 


i ’ LIne 


aR ae 


William H. Wilson, (right), 
é vice president of Addresso- 
ueas reas 74 graph-Multigraph Corp., 
3 MINUTES - =. shows Robert DiGiorgio, 
—- » executive vice president of 
‘a 3 the Organizing Committee 
for the VIII Olympic 
Winter Games, some of 
the equipment that will be 
used to speed results at 
Squaw Valley, Calif., to 
the world’s news-gathering 
media. Addressograph- 
Multigraph Corp. is donat- 
ing over $50,000 in equip- 
ment and operating per- 
sonnel to the games, Feb. 
18 to 28. 





Scene from _ the 
20th Century-Fox 
release “The Best 
of Everything”’ 
which depicts the 
lives and loves of 
various young 
women in the pub- 
lishing world in 
Manhattan. Here 
is actress Hope 
Lange (right), who 
plays one of the 
young women 
typists. 


THe Orrice-—December, 1959 















Reynolds 
Great Lakes 


Headquarters 


Basic colors of the build- 
ing are the gold, black and 
silver of the anodized 
aluminum and the royal 
purple lobby carpet. The 
second and third floors are 
completely carpeted’ in 
light tan. 


mq ge a) 


e RL So 





ee ee 
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ee y= eae Sarg we 
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en vow en dae 


he dint at 06 


WOVECTEOOEES 


rhe three-story 
Great Lakes sales 
office building of 
Reynolds Metals 
Co. in Detroit was 
designed by 
Minoru Yama- 
saki and cost about 
$2 million. 





At night the build- 
ing glistens like a 
jewel, reflected in 
the ornamental 
pool which con- 
tains lotus blos- 
soms and _ water 
lilies. (See oppo- 
site page.) 


Offices occupy the 
entire second and 
third floors. Black 
and white are fea- 
tured with polished 
aluminum in the 
construction of 
the desks. 


Executive and en- 
gineering offices 
border the perim- 
eter of the build- 
ing. At present the 
building accom- 
modates 115 
people. 








All secretarial and 
executive desks 
were selected from 
the General Fire- 


proofing Co. and 
Art Metal Con- 
struction Co. lines 
of aluminum fur- 
niture. 








Everyone of the 16 persons 
in the offices of McCune 
Co., Miami, Fla., is equipped 
with an Edison Voicewriter 
dictating or transcribing ma- 
chine. McCune Co. are real 
estate appraisers with clients 
throughout the country. 





The receptionist’s 
office equipment in- 
cludes files and a 
transcribing ma- 
chine. A single 
short appraisal re- 
port averages 35-40 
typewritten pages 
and some reports 
have been 750 
pages. (See opposite 
page.) 
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Electric typewriters 
are also standard 
equipment for sec- 
retaries at McCune 
Co. 


At left, J. R. Wedekind, general manager, uses a Voicewriter to record his impressions 
at a property site. At right are shown Voicewriter, Midgetape and Televoice units 
used by McCune Co. 


Conference record- 
ing is another use 
for their Voice- 
writers which are 
made by McGraw- 
Edison Co., West 
Orange, N. J. 








The Mercantile Li- 
brary, second old- 
est library in New 
York, uses Hol-Dex 
changeable label 
holders on shelves 
containing timely 
reference materials. 
The eight-story 
building occupied 
by the library was 
recently redeco- 
rated. Hol-Dex is 
made by Cel-U-Dex 
Corp., New Wind- 
sor, Newburgh, 
fs 


“ sna 
ae : cae 


Copies of stockholder ledger 
cards for processing stock 
transfer notices are made at 
the Chase Manhattan Bank 
in New York on a Thermo- 
Fax copying machine. 
Thomas Myers, assistant sec- 
tion supervisor of the stock 
transfer bookkeeping divi- 
sion, watches Dolores Baiera 
operate the unit which is 
made by Minnesota Mining 
& Mfg. Co. 
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Ticker Tapes Via Closed Circuit TV 





Closed circuit television receivers bring 
American and New York Stock Exchange 
prices to all areas of the New York offices 
of Goodbody & Co. One of the receivers 
is shown above at the left of a Dow Jones 
News Service display screen. The ticker 
tape television system was designed by 
General Precision Laboratory, Inc. of 
Pleasantville, N. Y., and installed by Cos- 
mopolitan Leasing Corp. 

At right is seen the 5-lb. television camera 
above the two ticker tapes. The stand-by 
camera can be swung into position im- 
mediately if necessary. 
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Storage Inventory on a Dictating Machine 


hen the furniture is loaded on a 
for the trip to the Hollander storage 
house. 


truck 
ware- 


A van driver for 
Hollander Storage 
& Moving Co.,, 
Chicago, carries a 
Comptometer Cor- 
onet transistorized 
dictating machine 
as he dictates a de- 
scription of each 
piece of furniture 
to be stored. He 
places a number 
on each piece and 
mentions the num- 
ber with his de- 
scription. 


Driver Carl Fian- 
tago turns in his 
Coronet dictation 
belts to Ruth 
Chesnut for tran- 
scription. The cus- 
tomer will receive 
a copy of the typed 
inventory. It pre- 
viously required 
two men to make 
a longhand inven- 
tory of items ac- 
cepted for storage. 
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Figure NEW Payroll 

Deductions with Famous . 
DELBRIDGE Social Security ~ 
and Withholding Tax Charts! 





Stace bese TESTE Tt 
su sae 2903 TEES sees 


33 
3333 


3 
3333 3 


rt 
=) 
AE 
rv 


Effective January 1, 1960, in- 
creased social security tax deduc- 
tions must be made from em- 
ployees’ earnings. The revised 
DELBRIDGE Social Security & 
Withholding Charts feature these 
new deductions plus withholding 
taxes. Deductions are pre-calculated 
and on one line for quick, easy and 
accurate recording. No other 
method offers so many advantages: 
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e Faster than machine or hand 
figuring! 


e Practically eliminates comput- 
ing errors! 


e Simple, easy to use! 


e Four separate editions cover all 
payroll periods: weekly ($1.00 
to $550.00); bi-weekly ($1.00 to 
$1050.00); semi-monthly ($1.00 


to $1050.00); monthly ($1.00 to 
$1300.00). 


FREE 10-DAY TRIAL! 


; DELBRIDGE Calculating Systems, Inc. 


2510 Sutton Ave., St. Louis 17, Mo. 


Without obligation, send the 1960 DELBRIDGE Social 
Security & Withholding Tax Charts indicated below. 
D E L B R | D G E If we keep the charts, we'll “‘O.K.”" your invoice at 


the rate of $3.50 for each copy. 
CALCULATING SYSTEMS, INC. 


Company Name 
Street Address..... 
Pre-Calculated Tables for Business & Industry Since 1890 


2502-10 Sutton Ave. - St. Louis 17, Missouri 


For More Information Circle No. 282 
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records in your office 
in minutes! 


Now you can save time, save money, save storage space 
with the compact, efficient McBee Binding Machine. This 
unique machine allows you to permanently bind and pro- 
tect your valuable records without ever letting them out 
of the office. You get the space-saving efficiency and econ- 
omy of shelf filing . ... you eliminate loss and misfiling. 


Available at a nominal monthly rental, the McBee 
Binding Machine slashes binding costs 70% and more! 


And it’s simple to use. Any of your present employe es can 
operate this machine after one demonstration! 


Finished binders are sturdy, easily-handled and good- 
looking. Covers are binders-board under canvas. Heavy 
gauge steel back is covered with canvas to match. Marking 
devices are available. 


Call your nearby Royal McBee Data Processing Repre- 
sentative or write Roy al McBee C /orporation, Data Proc- 
essing Division, Port Chester, N. Y. for brochure S-564 
which details this fast, low-cost method for binding records 
right in your office. 


RO * AL MCBEE « data processing division 


NEW CONCEPTS IN PRACTICAL OFFICE AUTOMATION 
For More Information Circle No. 267 
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CHAIRS 
have 
replaceable 
seat 
covers, 


Nothing makes junior happier than a 
fresh set of seat covers. And nothing 
perks up your office so quickly, so 
inexpensively as a change of upholstery 

. or dry cleaning . . . for your 
Cramer chairs. Cramer seat and back 
covers come in dozens of colors and 
fabrics for any Cramer chair. Keeps them 
looking new for life! Remember, you're 


always “backed by the best” with Cramer. 


Write for complete details 


POSTURE CHAIR COMPANY, INC. 
625 Adams « Dept. OF-12 + Kansas City 5, Kans. 


For More Information Circle No. 309 
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Roneo 250, the handiest portable duplicator, weighs only 29 lb. It’s compact, only 10 x 
12x 13 in. but accommodates a full size stencil. Will produce printing press quality text 
and halftones. Completely automatic inking gives up to 26,000 copies per lb. of ink. First 
copiesare usable. Hasautomaticcounter,headspaceadjustmentandsinglelevercontrol. 
See your dealer or write: “addo-x inc,” 300 Park Ave, New York 22, New York, P15-5420 


RONEY 


B RONEO 250 = 


For More Information Circle No. 281 
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Np typ PLATE MAKERS 


Now flip-tops 
in Seven Sizes 


Ne. can ens 


Rey-Ne) 

Lift the glass, 

position the FLIP L— 

negative and Pull the release i> 470)) 3 

plate knob and flip the 
vacuum frame 
over. 


Arc and reflector 
are built right 
into the base. 


SEVEN SIZES* FAST—Powerful arc assures short, efficient exposures. 


mover fr18 1 3 e18 Simple controls and compact design speeds handling. 


ACCURATE-—Razor-sharp halftone and line reproduc- 


a oily ~<A 
MODEL FI-24 1 7 e274 tion. Live rubber blanket guarantees perfect negative 


to-plate contact. 


etd s*D 7 e26 COMPACT— Occupies a space only a few inches larg- 


er than the actual plate. Can be placed in any room 


MODEL FI-32 25032 without curtains, partitions, etc. 

mone 94-40 30040 ECONOMICAL-— Original cost considerably less than 
=e a separate frame and arc lamp of similar capacity. 

mes "43059 *It's all in nuArc's latest ‘'flip-top'' bulletin 3 fpr 
$095.00 A500-0. Send for it today. 

“m2 50062 
$1,495.00 


*These are maximum plate sizes. 


COMPANY, INC. 


General Office and Factory: 
Eastern Sales and Service: 215 Park Ave. So., New York 4110 W. Grand Ave. * Chicago 51, Ill. 


For More Information Circle No. 283 
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The Master Mind of Cash Control 


COMPLETE 
PROTECTION 
FOR SHOPKEEPER 
AND SHOPPER 


Sensational ! 
Simply Fantastic! 


“For f riendly 
shopping” 


REGNA 

Cash Master 

“The Dream 
of every 
Retailer” 


Revolutionary new 
st lined Cash Re gister, with Mail the coupon—Mail it today—Mail it now! 


automatic, itemized receipts, numbered { 
and dated, stamped with the Firm’s name; ——— 


accumulating automatic customer REGNA CASH REGISTERS INC., 
"2 175 Fifth Avenue, New York 10, N. Y 
counter, as well as built-in Gentlemen: 


° ° Please rush more information on the new Re Cash 
adding machine. Master and outline advantages of Socsnsinn o theme Dealer. 





In Canada: Regna Cash Registers ‘ame 
of Canada LAs, 105 Koto Dame St. W, N 
jusiness Equipmen' 
~ eq Toronto, Ont 








City 








For More Information Circle No. 275 


THe Orrice—December, 1959 





PHILIP I. ROSS CO., INC. 
An advertising agency 
specializing in 

capital goods accounts... 


more particularly 
OFFICE MACHINES AND 
GRAPHIC ARTS EQUIPMENT 


To companies associated with these areas 
of activity, we offer 25 years of 
experience which can make significant 
contributions to their marketing, research, 
advertising, promotion, and publicity. 


(ft 





PHILIP I. ROSS CO., Inc. 


Advertising 





38 EAST 57th STREET, NEW YORK 22, N. Y. 
PLAZA 8-2777 
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ATTENTION — 
Office Manager 


There’s one quick, effective way to 
destroy confidential papers and obsolete 
records instantly — in your own office - with no 


possible chance that anyone can reconstruct them. 


The new Shredmaster Bantam 10 is as 
unobtrusive as your office typewriter. Anyone 
can operate it... just drop papers in and 
unreadable shreds come out. Safe, clean, quiet, 
trouble-free. You can use the sheds 

as packing material. 


Put a Bantam 10 in every office where papers 
should be destroyed to protect personal 
privacy and company secrets. 


, FREE: Illustrated descriptive folder with details 
~ of 10 Day Free Trial. Just write today to: 


75 Varick Street,,New York 13, N. Y., Room 1410 
Ask for Circular 70 


SHREDMASTER .«..,c:ctio: 


A DIVISION OF SELF WINDING CLOCK COMPANY, INC. 
Manufacturers of the Clipper 14, only heavier duty 
shredding machine suitable for office use. 

Sales and Service in principal cities in U. S. and Canada. 


For More Information Circle No. 269 








For quick, effective 
destruction of 
Personnel Records 
Sales Files 
Engineering Drawings 
Financial Reports 
Estimates 

and Proposals 








> Sane 
Shredmaster 
Bantam 10 — the 
lowest-priced 
shredder on the 
market. Quickly 
pays for itself. 





MeeObS...CHURCHES 


SKIP BUTTON 
NON-SMUDGE 
RIBBON 
ADJUSTABLE GAGE 


REPEAT BUTTON 


QUICKLY REMOVABLE 
FEED TABLE 


RECEIVING 
HOPPER HOLDS 
35 FRAME 
ASSEMBLIES 


ie _ 547950 


PLUS FEDERAL 


LIFETIME METAL PLATES EXCISE TAX 
NON-SMUDGE RIBBON INKING 


Wherever there is a need for repetitive writing of addresses, fill-ins Plates can be 
. wee 
and imprints, the all-new Speed-O-Print Automatit? Ad@fesser skipped or 
8 elcome 
vides a time-saving, error-eliminating solution atpexceptionally repeated as 
¥ c Cai | 
ost. Impressions are clear, sharp and always accurate. Mail often as 
aval re sady ft ‘Yall. te r raetial-t ane ne 
gs are ready hours earlier payroll, inventory or other business desired. and are 


forms are prepared in a fraction of the time ic -telUlia-leMmiela@mr-lelelaleler always in 

Ways Ii 
hand methods. Automatic re-winding of ribbon. Factory-equipped 
for popular ‘'B'' Style Frame-Plate. ‘'E'' or ‘‘CB"' Style Frame-Plate 


sr -Touallal tebe lell-a0lolelae-te]-lel-lhelgel-lam Mel. fieleltae-leli-lol-t-lelice-lelela:t 1 


sequence 


plates provide economical revisions. Finished in. baked elite laa Lave] 


ngs 


brown enamel with cnrome trim. Blends with any office furnish 


Speed- O~ Préut corroration 


1801 W. LARCHMONT AVE, e CHICAGO 13 


For More Information Circle No. 285 
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see how they run...offset 


REMINGTON RAND PLASTIPLATE’ MASTERS—YOUR CHOICE OF THREE 


REMINGTON RAND PLASTIPLATE Masters 
are ready to conquer any Offset Printing 
problem. 


The new, Dual-purpose PLASTIPLATE 
Master, one plate developed for these 
processes — Xerography and general 
Direct Image work. Now — flexibility by 
stocking just one plate...and... 


The new truly modern Pre-sensitized 
Photographic PLASTIPLATE Master. Image 
immediately visible — beautiful line work 
—superb halftones — excellent coverage 
on solids. Finally... 


The unparalleled Direct Image PLASTI- 
FLATE Master — better than ever — the 
finest heavy duty offset plate especially 
designed for the busy shop. 


But prove it for yourself. For free sam- 
ples, fill in the coupon. 


Remington. FRand 

DIVISION F ERRY RAND ORPORATION 

Room 2213, 315 Park Ave. So., N. Y. 10 

Please send me free samples of: 

{] Dual-purpose PLASTIPLATE Masters 

() Pre-sensitized Photographic 
PLASTIPLATE Masters 

(.) Direct Image PLASTIPLATE Masters 


Name 


Firm 





Address 


Zone 


For More Information Circle No. 278 
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THE COST OF COFFEE AND DOUGHNUTS can save you $6 a day 
with the Dictaphone Time-Master and the Dictabelt record. 


A quarter a day buys and maintains the 
finest facility for getting your thoughts on 
paper with ease and efficiency. 

The Dictaphone TIME-MASTER dictat- 
ing machine with the Dictabelt record is the 
newest, most automatic of all dictating sys- 
tems, and the finest value. 

It’s just as easy as phoning. Pick up the 
mike and talk your work away. All neces- 
sary controls are on the mike. No short- 
hand; no wait for your secretary. 

You save money, too, because it will gain 


at least an hour a day for you and your 
secretary. For a $10,000-a-year man that’s 
$5.15 a day. With secretarial time added, 
it’s well over $6.00. 

Only the Dictabelt record gives you such 
confidence in dictating. Fidelity—your sec- 
retary can’t mistake it. Permanence can’t 
be erased accidentally. Visibility—you 
know that you're recording, you easily 
find your place. 

Phonea Dictaphone office for a free TIME- 
MASTER demonstration. 


THE NEW, ALL-TRANSISTOR Dictaphone TimE-MASTER 


ad tr 


ademarks of Dictaphone Corp., 7: 


Third Ave., N. Y. 17, N.Y. 


3 
17-19 Stratford Pl., London W.1, England. 


For More Information Circle No. 307 
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This Functional Code 
Controls Engineering Drawings 


J. F. CUMMINGS 


Records Analyst, Union Carbide Corp., New York 


ODING, with relation to engi- 
"phere drawings, is the translation 
of words about picture images into some 
related combination of alphabetic, 
numeric and geometric designs and 
designations. It is a method of boiling 
down a lot of information about a 
drawing into a short, abstract statement. 

There is no one way to code engi- 
neering drawings. The conditions of a 


problem, assuming that the problem 
can be corrected by coding, determines 
how the drawings should be coded. If 
the problem were to develop a manual- 


visual control system for quickly and 
economically filing and finding draw- 
ing in the field and the office, it would 
be necessary to determine: 

1. The number of drawing types. 

2. The limits, presentation consis- 
tency and relative value of the in- 
formation appearing on each drawing 
type. 

3. The manner in which drawings are 
requested and used. 

The data obtained from the inves- 
tigation would then be evaluated to de- 
termine the type of information and 
symbol representation (words, numbers, 
and/or alphabetic terms) required to 
satisfy the conditions of the problem. 

This is a very general description of 
the nature and method of coding. It is 
offered in the hope of creating an un- 
derstanding of some of the principles 
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governing coding practices as they apply 
to engineering drawings. To provide a 
working knowledge of the subject, it is 
necessary to depart from the general 
and present an example of a coding 
situation. 

Assume that an engineering firm, spe- 
cializing in the building of chemical 
plants, is having difficulty controlling 
their tracings and prints. Investigation 
discloses that the difficulty is the result 
of poor estimates of drawing require- 
ments, guess-work scheduling of draw- 
ings, inadequate and meaningless draw- 
ing identification, and a_ slow, in- 
efficient system for finding filed draw- 
ings. The investigation’s findings are 
summarized as “a failure to properly 
identify, organize, and use the terms 
that refer to the picture contents of the 
drawings.” The problem is stated as 
“the development of an identification 
system that will briefly state the content 
and relationship of engineering draw- 
ings, and have application to 

(a) filing and retrieving drawings, 

(b) estimating drawing requirements, 

(c) scheduling drawings.” 

After considering all the possible so- 
lutions that might resolve the problem, 
it was decided to concentrate upon the 
development of a system for function- 
ally coding original drawings with the 
condition that “the code should briefly 
state the content and relationship of en- 
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MAJOR DRAWING TYPES AND THEIR NUMERICAL OR CODE IDENTITIES 


Major Type 
Architectural 
Concrete 
Structural 
Equipment 
Instrument 
Electrical 
Piping 


Numerical or Code Identity 
1 


ABBREVIATED EXAMPLE OF MINOR DRAWING TYPES 
AND THEIR NUMERICAL OR CODE IDENTITIES 


Major Type 
Electrical 


Reference Drawings 


Lighting 


Minor Type 


Numerical or Code Identity 
on 


Power-Signal Alarm-Switchroom 


Main Feeder Units 


Substations, Pits & Ducts, 
Plant Fire Alarm 


Reference Drawings 
Process Piping — Surface 
Process Piping — Subsurface 


Service Piping 


Heating & Ventilating — Plumbing 


& Drainage 
Fire Control 


General Distribution — Surface 
General Distribution — Subsurface —9* 


* General distribution or plant-wide service features (surface and subsurface) are assigned the same minor 


type code (8 or 9) within each applicable major type. 





Fig. 1. 


gineering drawings.” 

On the basis of the above assumed 
conditions, the foremost requirement in 
the design of the code system is the de- 
velopment of a means for briefly stating 
what is covered by an engineering draw- 
ing. This is accomplished by establish- 
ing and numerically standardizing the 
identity of the subject matter. 
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After reviewing the drawings with the 
firm’s personnel, it is decided that, with 
minor modifications in the firm’s draft- 
ing practices, all drawings can be di- 
vided into seven major types. Each ma- 
jor type then can be divided into a 
series of minor types. The major types 
and their related minor types are then 
assigned standard numerical identi- 
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XYZ CHEMICALS CO. 
MOBILE PLANT 


112* 


FOUR BUILDINGS OR 
OPEN STRUCTURES 


BL - | 
BL -2 
BL - 3 
BL -4 


Two 
TANK FARMS 
TF. | 
TF-2 


Two 
LOADING DOCKS 


LD - | 
LD-2 


* 112 identifies the Mobile Plant. The XYZ Chemicals Co, may also be identified by preceding the plant 
identity (112) with a double numerical or alphabetical designation. 





Fig. 


ties (Fig. 1). 

This type of code construction not 
only makes possible the coding of con- 
tent, but has the added advantage of 
showing the connection of one drawing 
to another. In many cases, it tends, 
during the course of development, to 
direct attention to problems which draft- 
ing groups have either learned to live 
with or have accepted because of com- 
mon usage or practice. 

The next phase in the code’s develop- 
ment concerns the relationship of a 
drawing or group of drawings to a 
facility and the location of that facility. 
This requirement is satisfied by assign- 
ing an identifying number to each 
facility within a given plant, and then 


2. 


to the plant itself. In naming (numeri- 
cally identifying) the facilities, greater 
meaning is added to the code by pre- 
ceding the identifying number, as is 
done with telephone numbers, with 
alphabetic symbols that designate the 
type of facility. 

Thus, four buildings or open struc- 
tures, two loading docks, and two tank 
farms that are being designed and built 
by the firm for the XYZ Chemicals Co. 
in Mobile, are identified or coded as in 
Fig. 2. 

After establishing a means for identi- 
fying plants and facilities that rest within 
plants, the code is structured to PLANT- 
LOCATION (facilities within plant) 
and SUBJECT (major and minor draw- 





REPORT OF DRAWING 


REQUIREMENTS AND SCHEDULING 








DRAWING 





SUBJECT 


ESTIMATED 





Code 


Minor 





Location Major Type Major 


Minor Type 


Drafting 
Time in 
Manweeks 


Number 
Required 


Start 
Date 





BL-2 Piping 


Process 


Process 




















Reference > y 7/1/59 | 7/16/59 


Piping- ) 
Surface ) 


Piping- 
Sub-surf. ) 


Approval 
) 16 = 17/7/59 | 9/9/59 . 


3 l 9} 9/9/59 




















Fig. 3. 
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ing type). For drawing identification 
and handling control, the code is located 
in the lower part of a drawing’s title 
block. Thus, the code for an electrical 
drawing covering some phase of light- 
ing for Building 2 of the Mobile plant 
appears in the drawing title block as: 





PLANT LOCATION SUBJECT 














112 |BL-2 | 6-1 








To insure exact identity and greater 
control, the code is supplemented by a 
sheet number that establishes the iden- 
tity of a drawing within a minor type. 
The last drawing within a minor type 
may be indicated by a numeric, alpha- 
betic or geometric symbol. Thus, the 


sixth and last electrical drawing cover- 
ing lighting for Building 2 of the Mo- 
bile plant appears in the drawing title 


block as: 


thinking in terms of the number of 
drawings and time required to do the 
piping work on Job 112, tends to think 
in terms of the number of drawings and 
time required to do the piping—fire 
control work for Building 2 on Job 112. 
Formal application of the code as a 
planning and control device can be 
made somewhat as shown in Fig. 3. 
The code acts as a self-indexing sys- 
tem for filing and finding drawings in 
that it classifies and determines the or- 
der of drawings in the file. This elimi- 
nates the need for cards, logs, and simi- 
lar types of references. The drawings 
are filed by plant, location, subject and 
sheet number (Fig. 4). This satisfies 
all of the conditions of our problem. 
Coding is not a tool for problem 
solving, but is the end product of a 
problem solving situation. Coding is 
little more than the translation of one 
set of symbols into another set of sym- 





PLANT LOCATION 


SUBJECT SHEET NUMBER 














112 |BL-2 


6-1 








6A 





Our code satisfies the main body of 
our problem in that it permits a brief 
statement about the content of each en- 
gineering drawing and establishes the re- 
lationship of that drawing to other 
drawings. The division of major draw- 
ing types such as electrical and piping 
into natural drawing sub-parts (minor 
subjects), and the relation of these sub- 
parts to facilities, permits the code to 
be used for estimating drawing require- 
ments, scheduling drafting, and even 
unitized microfilm records. 

By using the code pattern as a guide, 
a drafting group manager, rather than 
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bols. In the coding model, for example, 
numeric, alphabetic and geometric sym- 
bols were used because they have proved 
more manageable for controlling draw- 
ings than are the words they represent. 
The thing that is important in this case 
is the relationship structure of the terms 
that tell what a drawing is about and 
what it pertains to. If an engineering 
office has difficulties in the scheduling 
and control of drafting time and draw- 
ings, or bringing drawings together for 
construction and later reference (filing 
and finding), the above code may im- 
prove their handling of drawings. 


THe Orrice—December, 1959 
































Fig. 4. The code allows drawings to be 





filed by plant, location, subject and sheet 
number. 








| 112-BL2-6.1-6/A 
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Unloading the two DC-6A’s after office move from New York to Los Angeles. 


Office Flies from N. Y. to L. A. 


IRLIFTING THE OFFICES of a 

large company across the country 
in a single weekend may sound fan- 
tastic, but that’s just what National 
Telefilm Associates did. Closing in New 
York on Friday at 5 p.m. and opening 
for business in Los Angeles Monday 
morning, the move will probably go 
down in the records as the fastest ever 
made. 

It started when NTA, one of the 
nation’s largest television production 
companies, with home offices in New 
York, was purchased by National Thea- 
ters, whose home offices are in Cali- 
fornia. The parent company changed its 
name to NT&T (National Theaters & 
Television) and decided to combine 
both companies physically in Califor- 
nia. But how could the company’s 
offices be moved 3000 miles and still 
continue its day-to-day operations? NTA 
produces shows such as “U. S. Mar- 


m0 


shall” and “Grand Jury,” and handles 
all 20th Century-Fox films and hun- 
dreds of other TV features. A delay in 
operations of a couple of weeks could 
cost far more than the actual cross- 
country relocation. 

The answer, of course, was to go by 
air. David Melamed, NTA administra- 
tive president, and Gertrude 
Palmer, office manager, surveyed their 
task. They discovered they had some 
37 tons of equipment to be moved. 
American Airlines agreed to tackle the 
problem. Fisher & Brother, New York 
movers, and Beverly Transfer & Stor- 
age, both affiliates of Allied Van Lines, 
were brought into the picture, and the 
plan began to take shape. 

The airline decided that it could 
move the equipment in two of its DC- 
6As. Fisher & Brother would start the 
move to LaGuardia Airport immedi- 
ately after close of business Friday eve- 


vice 


Meanwhile, back 
in New York, busi- 
ness calls continued 
coming into the va- 
cated office. 
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On hand to welcome them were representatives from Los Angeles’ board of supervisors, 
Beverly Hills mayor’s office, some Indians and a piper band. 


ning. The first plane would be loaded 
and ready to leave Saturday morning, 
arriving in Los Angeles that evening. 
The second plane would leave Saturday 
evening, and arrive Sunday morning. 
Beverly Transfer & Storage would take 
it from there. By Monday morning the 
personnel making the trek would be 
ready to go to work at the same desks, 
sitting in the same chairs in Los An- 
geles that they had vacated in New 
York Friday afternoon. 


Monday morning 
in Los Angeles and 
the accounting de- 
partment sets up its 
office. 


A hitch developed after plans were 
under way, when it was discovered that 
the new building in Beverly Hills that 
house the NIT&T units would 
not be ready in time. Mrs. Palmer flew 


was to 


to L.A. and surveyed alternative space. 
It was decided to utilize whatever room 
was available in the old National Thea- 
ters building. This required converting 
a ballroom into office space. Overflow 
went into NTA’s offices in Beverly Hills. 


Continued on page 184) 





Making the Most 
Effective Use of 


NLESS THERE IS premeditated 

and outright malingering, most em- 
ployees believe that they are making 
the best use of their time within the 
limits imposed by methods. Therefore, 
any consideration given to the ways and 
means of increasing efficiency by im- 
proving the use of time must be di- 
rected toward the planning, analysis 
and simplification of work rather than 
the questionable practices of exhorta- 
tion and exerting pressure. It is almost 
futile to try to increase efficiency by 
directive. 

Many employees are not mindful of 
weaknesses in methods. Few of them 
have the time for constructive analysis 
and intelligent planning of their work. 
They accept assignments and execute 
their duties with the attitude that the 
tasks are “part of the job,” inherited 
from their predecessors and continued 
with management’s knowledge and con- 
sent. Unless management makes a 
specific and concerted effort to study 
jobs as part of a work simplification 
program in which all employees have 
the opportunity to participate, little 
measurable improvement will take place 
by the casual observation of activities. 

Management has the same conflict 
between daily routine and planning. 
This is why executives carry the brief 
case home at night and over week-ends 
to find the time so essential to construc- 
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tive planning and coordination. Al- 
though the brief case is the burden of 
management, the effective use of time 
will reduce, but not eliminate, the 
amount of overtime hours required to 
meet the obligations of the job. 
Management cannot expect from its 
subordinates the same degree of inten- 
sive application and duration of effort 
that management expends. The differ- 
ences in mental, physical, emotional and 
social patterns make emulation impos- 
sible and impractical. Yet, top man- 


agement does set the pace for the whole 
organization. Nothing is more generally 
contagious than a hard working man- 
agement team; echelon by echelon, and 
down into the organization, the feeling 
of progress is recognized. Management’s 
attitude toward rules, regulations and 


policies has an important effect on 
morale. If management sets a good 
example, its attitude will be imbued in 
the organization. 

The real problem of the effective use 
of time is at the supervisory level which 
comes in contact with the employees. 
If this level of management is inclined 
to control operations by personal con- 
tact rather than to rely in part on meth- 
ods, procedures and systems, more time 
will be used for personal inspection. 
The controller of a manufacturer in the 
midwest so imposes his personal opinion 
and will on his associates that hardly a 
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TIME 


Assistant Secretary-Treasurer, Pure Oil Co., Chicago 


letter is written or a statement is made 
which is not first approved by him. 
Otherwise work may be done over two 
and three times to incorporate his in- 
significant, but personal, changes. Yet 
this controller complains he has no time 
for planning, and that his associates 
“always depend on him” for their de- 
cisions. 

If management desires to increase the 
effective use of its time, it must recog- 
nize that improvement starts with, and 
stems from, improvement in the use of 
time at the clerical level. Here are a 


few ideas how this may be brought 
about: 

1. Study all overtime and find its 
cause. Overtime should not be accepted 


as inevitable. Overtime which results 
from emergencies and occasional rush 
jobs may not reflect an imbalance in the 
workload and the available manhours. 
If, however, overtime becomes habitual, 
analysis of its cause is essential. Over- 
time may reflect the failure to properly 
schedule work for completion. Impor- 
tant and unimportant work may conflict 
in their demand for employees’ atten- 
tion. Employees may not be qualified 
to decide which tasks should be de- 
layed; hence they attempt the prompt 
completion of all tasks which results in 
frequent and costly overtime. Super- 
vision cannot always be held imme- 
diately responsible for the day-to-day 
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variations in work volume except to the 
extent that overtime work may indicate 
the need for investigation. Supervision 
must watch the trends in work habits. 
Defined working hours should be estab- 
lished and strictly followed. One execu- 
tive believed that overtime work re- 
flected an intensity of purpose and in- 
terest in company affairs. It became 
easy for any employee to impress this 
boss by staying past the regular quitting 
time. One employee in particular would 
wait until the boss left, and then he 
would take off like a jack rabbit. This 
employee’s merit ratings were always 
good until the boss returned one eve- 
ning to pick up a package he had for- 
gotten. Overtime may reflect a lack of 
application and organization during reg- 
ular hours. 

2. Analyze each employee’s activities. 
The basic technique for improving the 
use of time rests with the job analysis, 
probably the most talked about and ac- 
cepted technique in work analysis, and 
the least used. Few companies are 
without a job analysis, but its purpose 
is developing employee specifications. 
This falls short of the complete range of 
objectives which includes the analysis 
of the work done. 

An activities analysis is a chronologi- 
cal list of the employees’ activities on a 
day-to-day basis, whereas a job analysis 
lists the employees’ total activities ir- 
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Your Office Methods Can Be Improved 


The fifth in a series of articles, covering the basic office 
functions, in which Harry L. 
authority, shows how office methods can be improved— 
especially in the medium sized and smaller company. 


Harry L. Wylie is the author of several books on office 

management and editor of NOMA’s Office Management 

Handbook. Winner of both the Schulhof and Leffingwell 

Awards, 1950, he is a practicing management consultant, 

assistant secretary-treasurer of the Pure Oil Co., professor 

of industrial management at Northwestern University and past president of the 
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respective of the time and duration. 
Many think of the job analysis as an 
inventory of and task 
ments, and the activities analysis as a 
listing of specific tasks performed 


duties assign- 


within a given time span. 
Tasks tend to change because of per- 


sonal variations in method, self-created 
activities and the accumulation of “tem- 
porary” assignments which remain be- 
cause they are ignored by manage- 
ment. One of the most startling ex- 
amples of self-created activities aris- 
ing from misplaced personal initiative 
was found by a roofing manufacturer. 
This company had changed to a punched 
card system (from manual posting) to 
handle statistical product 
sales. Two years after the change-over 
it was discovered (through an activities 
analysis) that order department em- 
ployees still maintained a hand posted 
record. ' 

3. Simplify and mechanize to the full- 
est. A by-product of job and activities 
analysis will be the simplification of 
operations. An analysis of the records 


analysis of 
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department of a large metropolitan 
police department (traffic division) dis- 
closed that six monthly reports were 
throwbacks to the demands of previous 
district captains, and no longer required 
or used. When imitation of previous 
work samples is used to train new em- 
ployees, all activities which took place 
at the time of training are frozen as 
part of the job. Add to this manage- 
ment’s changing demands for control 
data and it is easy to recognize that a 
periodic simplification of operations 
will reduce time-wasting activities. 

Work simplification programs are 
nothing more than organized effort to 
eliminate copying, reduce physical 
movement, mechanize operations, cut 
out copies of reports and forms, and 
reduce delays which, in total, adversely 
affect the profitable use of time. 

4. Keep time sheets. The effective use 
of time includes: (1) the methodology 
and efficiency of productive effort; (2) 
the physical use of the working hours. 
One way to evaluate the amount of 
time spent is to keep adequate records of 
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office hours. Companies in interstate 
commerce are required to maintain rec- 
ords of working hours of non-exempt 
employees. Inasmuch as there are legal 
requirements for a segment of the em- 
ployees, it is easy to record the working 
time of all. An accurate record will de- 
fine tardiness and absenteeism in terms 
of the occasional versus the chronic 
violator. If, however, management 
wishes to establish a standard or level 
of tolerance, above which corrective 
action will be taken, evaluation of at- 
tendance records has to be a numerical 
appraisal. An interesting example of 
this quantitative evaluation is found in 
Section 3, page 68, of Office Manage- 
ment Handbook (Published by Ronald 
Press under the auspices of National 
Office Management Assn.) as reported 
by Dr. Marion A. Bills whose formula 
recognizes three factors in attendance: 
(1) number and frequency of tardi- 
ness (it is assumed that four tardinesses 
are equal to one day’s absence); (2) 
duration of each absence; (3) total days 
lost through absence (weight given to 
the number of absences is five as com- 
pared to the duration). The formula is: 


Attendance — 
record (A—B)—SC | —4 
equals 

A 





When: A equals the total scheduled 

workdays. 

B equals the total days ab- 
sent. 

C equals the number of ab- 
sences. 

D equals the number of tar- 
dinesses. 
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From this formula a quantitative 
evaluation can be made of an em- 
ployee’s attendance record which can 
be compared to a minimum tolerance 
standard. For example, an employee 
who was scheduled to work 240 days 
during 1958 (A), was absent. 15 times 
(C) for a total of 30 days (B). The 
employee was tardy 16 times (D). 
Using the formula, this employee’s 
rating would be: 


(240—30) —(5X 15) —(16+4) 





240 


161 
equals 
240 


or 67%. 


Had this company established a criti- 
cal level of 75% or 80%, the employee 
needs corrective change in his habits. 
Absences and tardiness, which might 
otherwise go unobserved, become items 
of attention which is basic in the effec- 
tive long-range use of time. 

5. Plan the work. The planning phase 
of most clerical jobs is the responsibil- 
ity of management. Employees perform 
such tasks as are assigned to them, usu- 
ally in the order of their occurrence, 
rarely in the order of importance. These 
decisions rest with the immediate super- 
visor. It might be undesirable for the 
employees to judge which tasks should 
be or should not be performed. Hence 
planning, both as to method and timing, 
becomes a prerequisite to the effective 
use of time. 

(In February Mr. Wylie will discuss 
the Effective Use of Forms, Reports 
and Records.) 
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LOWEST PRICED MAGNETIC- 
BELT DICTATING MACHINE TODAY! 


NOT JUST ANOTHER ‘TAPE RECORDER’! 


@ PORTABLE! 
@® FULLY AUTOMATIC! 
@ RE-USABLE, MAILABLE MAGNETIC-BELT! 


@ EXCLUSIVE DUAL-PURPOSE 
DICTATE-CONFERENCE MICROPHONE! 


MAIL THIS CQUPON TODAY! 


STENOCORD OF AMERICA, Inc. PACIFIC INSTRUMENTS CORP. 
+ 29 Broadway, New York 6, N.Y. OR 7046 Hollywood Bivd.,Los Angeles 28, Calif. 
Phone: BOwling Green 9-1480 Phone: Hollywood 2-1151 


Dear Sirs: 


Please phone and arrange for a Stenocord demonstration in my office. 
| understand there is no obligation for this free trial. 
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Mothers’ Night Shift Eases 
Office Personnel Shortage 


ALLEN L. DONIELSON, Service Department Manager, 


Preferred Risk Mutual Insurance Co., Des Moines 


HE SHORTAGE of clerical help 

may not be as bad as you think 
it is. We have found a gold mine of 
able, experienced help. Our company 
was founded in 1947 to write auto in- 
surance for people who do not drink 
intoxicating beverages. The business 
was an immediate success and new 
policies poured in beyond the founder's 
greatest expectations. Some 12 years 
later the company was writing $15 mil- 


sie 


Qs 
=, 


On the working mothers’ night shift at 


lion in auto insurance, and had entered 
the fire and life insurance fields for 
total abstainers. 

As our company continued to grow 
and expand, so did our office require- 
ments. With space and equipment at 
a premium, in 1958 and 1959 an un- 
usually large amount of business was 
being written (25% increase in 1958 
and so far in 1959 a 27% increase). It 


(Continued on page 194) 


Preferred Risk Mutual Insurance Co., Des 


Moines. L. to r. are Mrs. Richard Lenz, Mrs. William Reinhard, Mrs. Darrel Waters 


and Mrs. Richard Earll. 
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Now you can sign checks with a 
postage meter machine! 


The new Pitney-Bowes Model 4251 is a dual 


check-signing and postage meter mailing machine—which 
Cc C Cc Cc 


feeds, signs and stacks up to 150 checks per minute. 


The printing head and postage meter are interchanged easily 
and quickly. The removable printing head can be kept 
in a safe; or the signature plate is removable for safe keeping. 
Three tamper-proof locks prevent unauthorized use 
of the machine. The 4251 can also seal check, or other 
envelopes. And it will meter stamp and seal all your 
letters, as well as dispense ti - for parcels, when not 
used for signing checks. 
The 4251 is now used 
for signing payroll, 
dividend and accounts 
payable checks by 
many of the country’s 
important companies. Why 
don’t you look into it? 


For a demonstration call your nearest 
Piiney-Bowes office or send coupon for free 
illustrated brochure. 
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PITNFY-BowEs, INC. 


PITNEY-BOWES | Prrvry-B 
| 3473 Pacific St., Stamford, Conn. 
Check-Signing : Send free brochure on Check- Signing 
Machine to: 
| 
| 
| 





Machine Name 


Made by the originator of the postage meter... 
Offices in 122 cities in U. 8. and Canada. 


1ddress 
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NEW PLUG-I ACCESSORY ECONOMICALLY ADAPTS CARD PUNCH 
FOR AUTOMATIC TAPE-T0-CARD AND GARD-T0-TAPE CONVERSION 


Users Report Optimum Equipment Flexibility and Substantial Savings 


. 


At last! A simple and practical solution to tape-to-card and card-to-tape con- 
version. Just connect a Systematics tape or card converter to your card punch 
equipment and you're ready to automatically produce either punched card or 
5 to 8 channel punched tape. When the card punch is not being used for auto- 
matic conversion, it can be utilized for manual key punching. 

Systematics converters are available now! In minimum time, without costly 





installation and delays, you can be ready to start card and tape conversion. The 
low purchase price of Systematics converters is quickly amortized ...and you 
avoid additional rental encumbrances. 

Only Systematics offers you these efficient and economical conversion sys- 
tems. Get the full details today by calling your local Systematics representative 
or writing to the address below. Information on other systems for automatic 
office operations available also on request. 


SY STEM ATICS INC A Subsidiary of General Transistor Corp. 
’ 


*10 East 40th Street * New York 16, N.Y. 


WORLD LEADER IN ELECTRONIC BUSINESS MACHINE INTERCOUPLERS 
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A Magnetic Tape Cleaner 


HENRY F. UNGER 


NTIL Glen Gray came along with 

his homemade tape cleaner at Ari- 
zona Public Service Co., Phoenix, mag- 
netic tape cleaning was a chore that 
absorbed a lot of time. As a manual 
operation, the tape was cranked through 
a perchlorethylene solution and then 
dried by hand. A hard-working employee 
could clean six or eight tapes during an 
eight-hour shift. The method was fine 
because no better method was available. 
When computer engineering super- 
visor Dave Rolan was on the west coast, 
he saw an automatic tape cleaning de- 


vice. He noticed, too, that the gadget 


had too many side functions, not neces- 
sary in the Phoenix utility's computer 


operation. The efficacy of the idea 
stuck and he shoved it into the lap of 
Glen Gray. 

Out of Gray’s study came a gadget 


unlike anything expected for a tape 


This magnetic tape cleaner uses an ultra- 
sonic generator shown at upper left. 
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cleaner. It included a Chevrolet 6-cyl- 
inder fuel pump, a Fram automotive 
oil filter, an ultrasonic generator and a 
ladies’ electric hairdryer. Gray says 
that a standard filter and a pump as- 
sembly built specially for the job would 
have cost $250. He felt that the Chevy 
fuel pump and the Fram oil filter could 
easily handle the job. He ground out 
the cam from a square transformer 
washer and the copper tubing and fit- 
tings were bought locally. Total cost: 
$13. 

Gray bought an ultrasonic generator 
(Narda SonBlaster, made by Narda 
Ultrasonics Corp., Mineola, N.Y.) to 
agitate the dirt and other matter off the 
immersed tapes. This was the most ex- 
pensive item, costing $950. Three trans- 
ducers were on the same order. 

Money was saved on other parts of 
the gadget which took three months to 
build. For instance, the 28” high frame 
was constructed by the company. The 
company’s machine shop built the reel 
hubs and Gray developed all of the con- 
trol cabinets, using an acetylene torch, 
hacksaw, tin snips, electric drill and 
screwdriver. 

Pulley bearings no longer used for 
high speed operation in the computer 
system were put into use in the lower 
speed range of the tape cleaner. The 
hairdryer dries the tape as it emerges 
from the cleaning solution. The new 
method cleans a 1500 ft. tape in 20 
minutes and does a much better job. 
It shuts off automatically when the tape 
is cleaned and it can reverse and re- 
wind the tape. 
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The New Univac Larc Computer 


HE UNIVAC LARC solid-state 

digital computing system, which is 
said to operate at speeds up to 200 times 
faster than any computer in existence 
today, was originally designed and con- 
structed by the Remington Rand Uni- 
vac. Div. of Sperry-Rand Corp., for 
Atomic Energy Commission use at 
Livermore, Calif. The new system can 
handle a range of variables extending 
from the tracking of a missile to the 
preparation of a payroll. 

The Univac Larc, according to Rem- 
ington Rand, can perform 250,000 addi- 
tions or subtractions of 12-digit deci- 
mal numbers per second. It will enable 
management to process problems 25 to 
200 times faster than on existing com- 
puters with the rate of speed depending 
on the problems. The computer will 
sell at upwards of $6 million and will 
rent from $135,000 a month. In terms 
of actual expenditure, the Univac Larc 
will cost appreciably less per operation 
than other computers, the company said. 

Data processing and scientific prob- 
lems can be performed concurrently by 
the Larc. It is estimated that the prepa- 
ration of payroll and labor distribution 
for a manufacturing company employ- 
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ing 15,000 employees can be accom- 
plished in some 15 hours total com- 
puter time per month, compared to 450 
to 900 hours now required. While the 
payroll is being run, the Larc simul- 
taneously can be solving separate scien- 
tific problems 93.5% (over 14 hours) 
of the running time. 

In producing the Larc, Remington 
Rand reduced the variety, quantity and 
complexities of component packages. 
[They mass produced the building blocks 
and used another Univac computer to 
design new ways to put them together. 
The older circuits were too complex 
for mechanized design and production. 
The new system’s high speed drums 
store up to 6 million words and are 
supplemented by the enormous storage 
capacity of up to 40 magnetic tape 
servos. The drums make it possible to 
process information at speeds up to 
33,000 12-digit words per second for 
each drum. This is approximately six 


‘times faster than tape units, and pro- 


vides greater reliability. 

The Lare consists of a main com- 
puter unit which works in conjunction 
with a second computer, called a proces- 
sor. The main computer devotes the 
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The fine quality look of a Cole Steel office— 
the careful attention to personal comfort— 
the skillfully crafted construction —all 
combined create an office of quiet good taste and 
matchless efficiency. This is why so many of 
Your company is judged America’s blue chip companies select Cole Steel 
when furnishing their offices. See for 
yourself why Cole Steel furniture is 
so far ahead in the office equipment field. 
Send for our Free color catalog today. 
For More Information Circle No. 304 Cole Steel Equipment Co., Inc., 
Dept. 57, 415 Madison Avenue, New York 17, N. Y. 
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major part of its time to computing 
problems— instead of directing the flow 
of information throughout the system: 
The processor operates independently on 
its own program, upon signals periodi- 
cally received from the main comput- 
ing unit. Individual synchronizers con- 
trol all its input and output operations 
and allow complete flexibility in the 
use of input-output devices. Data can 
be transferred at 400,000 decimal digits 
per second. 

For greatly increased computing 
Capacity, a second computing unit may 
be added. Except for certain inter- 
communication facilities, the computing 
unit and the input-output processor 


operate independently. A typical in- 
stallation comprises one. computing 
unit, one processor, eight core memory 
units, 12 drum files, four tape units, 
operator and engineer consoles. 
Solid-state circuitry, modular con- 
struction, overlapping execution of in- 
structions, automatic error correction 
and large capacity memory storage ef- 
fect its record speed, flexibility and 
ease of maintenance. The Univac Larc 
is capable of automatic floating point 
arithmetic and Flow-Matic coding, 
which uses English words and phrases 
instead of mathematical symbols, will 
be adapted for use with it. For More 
Information Circle No. 150. 





A Better Magnetic Ink Method 


METHOD by which machines 
A can read printed characters has 
been developed by Compagnie des 
Machines Bull, 94 Avenue Gambetta, 
Paris XX, France. This requires that 
characters be printed in magnetic 


No. 0032053 MN 


ese THE 


ink but, since the design of the char- 
acters has nothing to do with their rec- 
ognition by the reading machine, num- 
bers and letters can be of the conven- 
tional style most legible and recogniz- 
able to the human eye. They need not 
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The style of the characters (lower left) has no effect on the reading machine which 
senses only the vertical lines and spaces that form the letters and numbers. 
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look like the queer characters which 
some banks are planning to use with 
magnetic ink for machine recognition. 
Also, the Bull method makes it much 
easier to imprint the characters with 
no danger that they will be confused 
or misread by machines or people. 
Each Bull character, no matter what 
its configuration, contains seven 
tical lines and six spaces 
.008 or .016 inches wide. This per- 
mits up to 64 different combinations. 
For example, the numbers are 
posed of two wide and four 
spaces or 15 combinations for the ten 
digits and five codes. Since each digit 
must have at least two wide 
not more than 
chine can automatically check itself by 


ver- 
either 


com- 


narrow 


Sp ces and 


two. the reading ma- 


a very reliable system similar to that 


used with punched tape. There are no 
intermediate signals to be interpreted, 
such as “a little” of anything. It’s posi- 
tively all or nothing. 

Unlike other methods, the Bull sys- 
tem allows a machine to read alpha- 
betical as well as numerical data and 
the same characters are just as easily 
read by any literate person. Since the 
manner in which the magnetic char- 
acters appear is not critical as long as 
some part of each vertical line is inked, 
machines for both manual and auto- 
matic typing of checks, invoices, etc., 
can be designed. Bull is making a ma- 


chine for the high speed sorting of 


checks by bank number, account num- 
amount of the 
check. However, there are many cleri- 


cal applications for the system. 


ber and even by the 





Control Data’s 1604 Computer 


HE 1604 fully transistorized large 

scale, stored program, general pur- 
pose digital computer is said by Control 
Data Corp. to be priced lower than 
computers of comparable performance. 
The first full scale prototype of the 1604 
was completed in April and the first 
production model will be delivered in 
the near future to the U.S. Navy Post- 
graduate School, Monterey, Calif. 

The 1604 has versatile input-output 
facilities and, with its 1605 Adapter, is 
capable of utilizing standard input-out- 
put equipment manufactured by other 
companies. Model 1607 magnetic tape 
systems can provide up to 24 magnetic 
tape transports, producing tapes com- 
patible with those produced by the 
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equipment of other companies. 

A total of 7000 printed circuit cards 
are used in a single 1604. The main 
cabinet contains all arithmetic and con- 
trol sections, and the 32,768 word (48 
bit) magnetic core storage. Read access 
time is 2.2 microseconds. This cabinet 
is constructed of eight page-frame as- 
semblies that swing out for ease of serv- 
icing. The magnetic core storage assem- 
bly frames are mounted in the center of 
each page frame. The 1604 requires 
smaller installation space than com- 
parable computers. A complete system 
can be installed in a room 20 ft. by 20 
ft. The main computer cabinet, includ- 
ing magnetic core storage, is 7% ft. 
long, 5% ft. high and 2 ft. wide. It 
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THE NEOTRON PAPER TAPE INTERPRETER 


This device attaches to any paper tape punching mechanism to allow 
immediate, simultaneous interpreting of punched characters in the 
same tape. In one operation, paper tape is now prepared not only 
for machine usage, but also for rapid visual scanning. Thus, 

without additional steps or programming, a permanent record 

is created on the tape of the same information contained 

therein. The interpretation is accurate and exact, providing 
immediate verification and identification. Your paper 

tapes double in value by becoming source documents which 

are easily selected and read prior to machine handling. 


@ Any and All Punchied Characters Interpreted 
Information Simultaneously Printed and Punched 
Lasting Tape Identification Provided 
Easily Installed in Every Paper Tape System 
Completely Compatible with Existing Equipment 
Entirely Automatic, Accurate, Dependable 


= Once attached to your paper 
tape system, the INTERPRET- 
ER provides a life-time of 
character printing service 
and a solution to paper tape 
NEOTRON PAPER printing. The INTERPRETER 


TAPE hes a 
place in your data 
INTERPRETER system : 
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@ RAUB ELECTRONICS RESEARCH CORP. 
1029 Vermont Avenue, N.W. ? Washington 5, D. C. 


For More Information Circle No. 419 
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weighs 2200 Ibs. and draws 4 kw. The 
1607 magnetic tape system is of similar 
dimensions and power consumption. 
Room air-conditioning is recommended, 
but no special ducting is required. 

Control Data Corp., jointly with its 
1604 computer customers, has organ- 
ized a cooperative project directed by 
officers elected from customers’ staff 
personnel. The purpose is for inter- 
change of mutually beneficial program- 
ing and other information of general 
interest concerning equipment, tech- 
niques and procedures. Two meetings 
have already been held. The company 
is building a 1604 for its own com- 
puting center at 501 Park Ave., Minne- 
apolis 15. It has sales offices in Wash- 
ington, D.C., Los Angeles, San Fran- 
cisco and Denver, and will open others 
in additional cities. 

In the 1604 computer, input-output 
operations are independent of the main 
program. When transmission of data 
is required, the main program is used 
only to initiate an automatic cycle which 


buffers data to and from the memory. 
The main computer program then con- 
tinues while buffering of data is carried 
out independently and automatically. 

For normal exchange of data with 
peripheral equipment, independent con- 
trol is provided via three 48-bit buffer 
input and three 48-bit buffer output 
channels asynchronously with the main 
computer program. For high-speed com- 
munication one 48-bit input transfer 
channel and one 48-bit output transfer 
channel are provided so that two or 
more 1604’s can communicate with each 
other. 

The 1604's repertoire contains a 
flexible list of 62 instructions which 
expand into many sub-instructions. The 
62 instructions provide fixed (integer 
and fractional) and floating point arith- 
metic, logical and masking operations, 
indexing, memory searching, input-out- 
put, sequence control (conditional and 
unconditional), multiple precision capa- 
bility, etc. Some special programing 
features include ease of handling con- 


\ 


A complete 1604 
computer system 
will fit into a 20 x 
20 ft. room. 
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A demonstration will show you the new features that make it 
easy for anyone to run the HEYER Mark Ill Conqueror 


After a few minutes instruction, anyone can 
duplicate clear, sharp copies in 1 to 5 colors 
of anything typed, written or drawn on a 
spirit master. Now, duplicating is as easy as 
dialing the telephone and just as fast! 

At no increase in price you get such wanted 
features as a new feed table that eliminates 
those tricky side rubber adjustments; highly 
visible re-set counter that saves time and 
paper; adjustable feed wheels for wrinkle-free, 
non-skip feeding; and feed tension control 
for dialing correct tension on all types 

of papers—from thin papers to post cards— 
even newsprint. An example of 

effortless operation is the automatic start- 
stop on electric models. The motor clicks 
off automatically when the last sheet 

is printed. And your Heyer Conqueror 

never becomes obsolete. Parts are available 
for Heyer Duplicators made many years 
ago and new advances are designed 

for adaptation on present Conquerors. 





automatic start-stop 
. $299.50. MODEL 76B 











A Conqueror for just $214.50* 


This low price for the 


_ MODEL 70—Hand 


operated with all features 
except electric drive. 


MODEL 76A—Electric, 


Auto electric with 
” ond 4° cylinder stop ' 
selector $324.50." 


| 
i Send for your HEYER INC. /\s21-0 soutn Kostner Avenue « Chicago 23, Ill. | 
FREE Personalized O Please send my Personalized Desk Pad and Literature on | 


Conqueror Duplicators. 


Desk Pad—Today! © I would like to have a one week FREE trial of a Conqueror | 


Spirit Duplicator. 


y-Wmel:Jaalolat-sie-helelam eh Miil-limcom-tilehyd 
what the Conqueror can do for 
Wilh) Lelcole}-) Gam ale Mele) iver-lelelan 


For More Information Circie No. 333 


THe Orrice—December, 1959 


’ 








Translated contents of all operational registers appear on the 1604’s console display 


panel in Arabic numerals. 


stants, indirect addressing, four search 
high 


instructions, speed input-output 
transfers, buffering, external function, 
program interrupt, and a large group of 
logical commands. 

In addition to the standard 1604 con- 
sole with its display panel (translated 


Approximately 900 transistorized circuit 
modules surround the magnetic core 
storage frames in the eight page-frames. 
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contents of all operational registers are 
displayed in Arabic numerals — octal), 
typewriter, and paper tape reader and 
punch, optional equipment are the 1607 
Magnetic Tape System and the 1605 
Adapter. A number of tape systems can 
be attached to a computer. Simultane- 
ously, three tape handlers can be read- 
ing and three can be writing—each at a 
39kc character transfer rate. Each 1607 
tape system can simultaneously read 
from one tape handler and write on one 
tape handler, while the remaining two 
are rewinding. The 1605 Adapter per- 
mits communication between the com- 
puter and any of the following: 714 
Card Reader, 727 Magnetic Tape Units, 
717 Line Printer, and 722 Card Punch. 
Each adapter can be connected to any 
of the three buffer input and output 
channels, and each 1605 is independ- 
ently addressable. For More Informa- 
tion Circle No. 106. 
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ACCO HELPS YOU 


Keeps papers spillproof, secure, in place. Saves 
re-filing. Speeds finding. Ends “missing paper” 
panic.Durable, genuine pressboard folders are 
trim, firm, sag-proof. Save finding time—and 
drawer space. Fast transfers—old file slides out, 
new fastener slides in! 


ASK FOR ACCO’s new booklet ® 
“IdeasThat SaveTime and Space” A 

—available free at office outfitters. 

GENUINE PRESSBOARD FOLDERS 


Or write: ACCO PRODUCTS, 
A Division of Natser Corporation, Ogdensburg, N.Y.- In Canada: Acco Canadian Co., Ltd., Toronto 


For More Information Circle No. 276 ® teGo. 1m 








Hughes Aircraft Company Travelers 


Use The Traveletter’ System 


Mr. Edgar King, BSEE, shown above, Field Engineer for Hughes 
Aircraft Company, is one of 300 technical consultants to the U. S. Air 
Force organizations. These Hughes Engineers travel all over the world 
in the performance of their duties. 

To expedite their world wide travels and to maintain a constant 
and close liason between them and our Air Services, Hughes Aircraft 
travelers carry a Traveletter® Authorization. Their Traveletter Au- 
thorization makes it easy for Hughes travelers to cash their 
Travelorder® drafts anywhere they go. 

The Traveletter System reduces cash advances, saves accounting 
time, prevents lost time, and builds the morale of travelers. 

Used by companies employing from 1 to 1000 travelers, including 
United Aircraft Corporation, Western Electric Co., Alexander Smith 
Inc., Kendall Mills, A. B. Dick Company and many others. 


rewinine sume ntenr  LVaveletter 


The modern system for handling 


Traveletter—Reg. U. S. Pat. Off. travel expenses... Since 1894 
Travelorder Reg. U. S Pat Off. 


TRAVELETTER CORPORATION e GREENWICH 3, CONNECTICUT 


For More Information Circle No. 305 
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RIGHT |... WRONG 


in Employee Relations 


ROUND-UP of day-to-day em- 
ployee problems and how they 
were handled by management. Each in- 


cident is taken from a true-life grievance 
which went to arbitration. Names of 
some principals have been changed. 


Can You Fire an Employee Who Sues You? 


What Happened: 


One morning John X was called into 
the office manager’s office and told that 
he was “strongly suspected” of having 
stolen another employee’s billfold. John 
maintained his innocence. The com- 
pany said that it did not judge John 
guilty—only that a preliminary inves- 
tigation pointed a finger of suspicion 
at him. 

A few days later he was called back 
and told that the investigation had been 
dropped because no positive proof was 
obtained against him. Whereupon John 
filed a suit for slander against the firm 
in the amount of $100,000. 

When the company received notice of 
the suit, it fired John X claiming: 

1. If John feels we have damaged his 
good name to the tune of $100,000, 
then we certainly cannot maintain good 
relations with him. 

2. John is forcing us to spend a lot 
of money in defending ourselves. 

3. We have investigated the theft and 
completely absolved him of any fault. 
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4. We are innocent of any wrong- 
doing and John is just trying to harass 
us. We don’t want such an employee 
on our payroll. 

John’s defense was that he had filed 
a civil suit and couldn’t be fired for 
such action any more than a worker 
who sues for workmen’s compensation 
can be discharged. 

Was John X: 
Right | Wrong [) 


WHAT ARBITRATOR LENNART V. 








LARSON RULED: “The arbitrator is 
of the opinion that ‘proper’ or ‘just 
cause’ did not exisi for the discharge of 
John X. The institution of a suit cannot 
be said to impair relations between the 
aggrieved and the company in such a 
degree as to justify discharge. Grievant 
was one of hundreds of employees. 
There was no evidence that he had per- 
sonal contacts with the vice president or 
other high executive officers. There is 


no evidence that the quality of grievant’s 
work would be affected by the pendency 
of the lawsuit. Possibly there would be 
unfriendliness or coolness between John 
X and supervisory personnel, but there 
is no basis for inferring that grievant's 
work performance would suffer or that 
his relations with the people with whom 
he worked would deteriorate or become 
unpleasant. John X is to be reinstated 
with back pay.” 


Who’s Responsible for Worker’s Property in Locker? 


What Happened: 


Jack Jensen, walking through the 
locker room, smelled smoke. He called 
the safety inspector and both discovered 
a fire in Bill Patoka’s locker. The safety 
man picked up a fire extinguisher and 
poured liquids through the locker’s ven- 
tilating slats. Then the lock was broken 


off and the rest of the blaze put out. 
When Patoka arrived he was crest- 
fallen. His personal belongings were 
scorched and drenched. 

“Pay me for my loss,” he demanded 
of the company. 

“Personal belongings are not our re- 
sponsibility. We didn’t start the fire. 
We provide good steel lockers. What 
if something gets stolen? Do we have 
to make good for that, too?” 


Was the Company: 


Right 1 Wrong () 

WHAT ARBITRATOR ROLF VAL- 
TIN RULED: “On the evidence before 
him, the arbitrator cannot hold that the 
destruction of Patoka’s property was in 
any way the result of the company’s 
failure to discharge its obligations. Even 
if it were to be assumed that the com- 
pany’s obligation goes not only to the 
providing of locker space but equally 
to the protection of the articles an 
employee may store in the locker—there 
is not the slightest indication that the 
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Only Shaw-Walker 
INSURES 
RESULTS 


Simplified PAYROLL PLAN 


Only with Shaw-Walker’s Simplified 
Payroll Plan do you get six-way “insur- 
ance” that guarantees lowest prepara- 
tion costs and best results. 

This ingenious Plan embodies six ex- 
clusive user benefits. Three are Service 
Functions, provided only by Shaw- 
Walker, without which a payroll plan 
cannot effect maximum economies. 

Our Simplified Payroll Plan com- 
pletes payroll records in less than half 
the time whether the number of em- 


, Built Like a 


Skyscraper” 


GHAW-WALKER 


ployees being paid totals 25 or 2500. 


Only the Shaw-Walker Simplified 
Payroll Plan can assure:—Lowest prep- 
aration costs—Top speed calculation— 
Maximum accuracy—Tax reports with- 
out overtime—Less non-pay followup— 
Easier payroll audit. 


To see how this Plan saves up to 
66% and provides “success insurance,” 
telephone your local Shaw-Walker rep- 
resentative or circle No. 101. 


Muskegon 14, Michigan 


Representatives Everywhere 





LARGEST EXCLUSIVE MAKERS OF OFFICE EQUIPMENT 


For More Information Circle No. 101 





present accident was caused by negli- 
gence on the part of the company. It 
is clear that the fire was efficiently and 
quickly extinguished upon its discovery. 


In this respect, too, the company did 
not fall down on its reasonable obliga- 
tions. Bill Patoka’s claim for reimburse- 
ment of the fire loss is denied.” 


Has a Union Any Right to See Company’s Personnel Forms? 


What Happened: 


The company had a _ long-standing 
policy of giving carbon copies of warn- 
ing notices to the employees involved 
and to the union. This procedure was 
spelled out in the union agreement. 

To improve its record keeping, the 
company devised a new employee per- 
formance and conduct form. This was 
to be used by supervisors to rate em- 
ployees. The union maintained that 
it had a right to inspect these forms be- 
cause if they contained any criticism of 
the worker, then in effect, this record 
amounted to a warning slip. 

The company answered that this 
would not be done. It said that man- 
agement had a right to get up any 





records it wants, and neither the union 
nor the worker can poke around the 
files. The issue came to arbitration. 


Was the Company: 
Right () Wrong (|) 


WHAT ARBITRATOR LOUIS S. BEL- 
KIN RULED: “I shall not require an 
employer to disclose any of his records 
or methods of housekeeping to the 
union. No union has a right to such 
information any more than a company 
has the right to an examination of the 
union records. Therefore, I shall hold 
that the company may develop any 
forms it wishes and that the forms are 
not subject to negotiation or revision 
or examination by the union.” 
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BOSTITCH B12 STANDARD STAPLER. Pleasing modern design in gray 


and chrome makes the B12, the stapler for executive desks. And it’s all busi- 


ness when it comes to fastening. You can set it for temporary or permanent 


fastening in just an instant. 


FOR GENERAL OFFICE FASTENING. Bostitch B8R. Actually four machines 


in one—stapler, tacker, plier and staple remover. 





For almost every office fastening job. In gleam- 
ing black and chrome or three-tone gray. 


See these and other Bostitch staplers for every 
office fastening task at your stationer’s. 





Fasten it better and faster with 4 0 Ss I i I C _ 


i de STAPLES 





312 Briggs Drive, East Greenwich, Rhode Island 
For More Information Circle No. 268 
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A NEW DIMENSION 


IN MULTIPLE PART FORMS 


Moore 





Speediflex is more than a new form. 
It is a brand new concept that gives 
natural forms movement to the writing 
and handling of continuous multiple- 
part forms. 

This revolutionary advance is due to 
an ingenious construction feature pat- 
ented by Moore, and engineered to in- 
sure perfect part-to-part register. 

Here is the Speediflex secret. The 
carbons are ‘flex cut’ for natural flow of 


THE SECRET OF SPEEDIFLEX—Flex cuts in carbons 
for flexibility; carbons ‘bond’ the parts together. 


forms. Staggered adhesive lines on 
either side of the flex cuts anchor the 
carbons as a flexible bond between the 
parts in the set. 

The entire set of Speediflex carbons 
and parts is a flexible unit that feeds— 
naturally and in perfect alignment— 
around the writing platen. This does 
away with ‘tenting’ or ‘peaking’ at the 
set fold. Natural-moving Speediflex 
parts feed squarely on the pins to assure 


PERFECT REGISTER is assured no matter what 
the writing speed or the type of equipment. 
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Speediflex 





perfect part-to-part register at the writ- 
ing point, regardless of writing speed or 
equipment used. 


Speediflex has other writing and after- 
writing features that contribute to per- 
fect feeding. perfect part-to-part regis- 
ter and trouble-free action. Among them 

. anew method of perforation permit- 
ting natural folding, neater packs with 
fast carbon extraction...narrow car- 
bons that lessen bulk, for fast paper flow 


without creep or jam. For a summary of 
all the advantages Speediflex combines 
in one continuous form, call in the 
Moore man or write the Moore office 
nearest you. 

. * * 


Moore Business Forms, Inc. Niagara Falls, 
N. Y.; Denton, Texas; Emeryville, Calif. 


Over 300 offices and factories \ 
yoots> 
Canada, Mexico, Cuba, Caribbean sd 


throughout the United States, 
and Central America. ® 


ALL WRITING MACHINES handle 
Speedifiex smoothly in natural, 
flexible movement without tent- 
ing or peaking at the set fold. 


STRIP OFF MARGINS—Sensitive 
perforations simultaneously cut 
through carbons and parts, and 
speed stripping and decollating. 


Build control with 


FLEXIBILITY FOR PERFECT REG- 
ISTER makes both sides of each 
part move freely, floating be- 
tween carbons, naturally aligned. 


STRIP COATED CARBONS are 
available to eliminate unwanted 
data on copies. Narrower carbons 
for less bulk are also available. 


NEATER PACKS, BETTER REFOLD- 
ING—Special set perforations per- 
mit Speedifiex to fold and refold 
naturally into neat square packs. 


SECTION SETS FOR SYSTEM USE 
offer you one part or more loose, 
for later handling, or two or 
more sets included in the full set. 


Speediflex is a patented product of Moore Business Forms, Inc. 


MOORE BUSINESS FORMS 


For More Information Circle No. 293 
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ACCOUNTING MACHINE 
National Cash Register Co., Dayton 9, 
Ohio, announces that 21 separate totals 
are available in its Class 33 accounting 
machine. Automatic credit balances are 
obtained from all 21 totals; the machine 
may be programed to effect as many as 


four totals in one operation; depression of 
a single key automatically totals or sub- 
totals all 21 totals in sequence for com- 
plete daily statement of posting. The 33 
protects amounts on checks by automatic- 
ally printing the dollar sign ($) immediate- 
ly left of highest dollar amount. Machine 
will automatically determine if operator 
has made an incorrect pickup of an old 
balance, and will eliminate this. Single-key 
reverse entry control provides instant cor- 
rection of erroneous postings and reversal 
of accounting entries without need for 
changing program or determining which 
totals must be affected. Removable pro- 
gram bars may be readily altered to meet 
changing requirements of particular ac- 
counting jobs. Program bars provide flexi- 
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bility in forms design and permit a wide 
variety of bookkeeping applications on a 
single machine. Built-in electric typewriter 
with 72 characters facilitates accurate de- 
scription of all entries and simplifics audit- 
ing. The Class 33 is also available without 
typewriter. For More Information Circle 
No. 132. 


MICROFILM READER-PRINTER 


Documat, Inc., 385 Concord Ave., Bel- 
mont 78, Mass., makes the Documat 
Reader-Printer that automatically produces 
positive prints from negative microfilm 
by push-button operation. Designed for 


office use, the Documat Reader-Printer fits 
easily on any conventional desk and can 
be easily moved to any section of the office. 
Both roll and unitized film may be either 
read or printed, or both. The same ma- 
chine can be used to consult microfilmed 
documents and, if copies of the documents 
are desired, they are easily reproduced and 
emerge in front of the operator. Blue- 
print specifications, fine line drawings, and 
legal signatures are reproduced in com- 
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plete detail without blurring. Reading 
microfilm is equally easy. Finger-tip con- 
trols traverse and center the film. The en- 
tire control head rotates through a com- 
plete circle making it possible to obtain an 
upright picture no matter which way the 
subject was photographed or the film in- 
serted into the reader. The same easy 
focusing mechanism is used to center the 
film for printing. Instantly interchangeable 
lenses and adjustable condenser are avail- 
able for varying enlargements. For More 
Information Circle No. 254. 


LIGHTWEIGHT PAPER 

Ecusta Paper Products, Packaging Div., 
Olin Mathieson Chemical Corp., Pisgah 
Forest, N. C., announces a lightweight 
paper for letterpress printing. It has a basis 
weight of 174 Ibs. and is the latest addi- 
tion to company’s Waylite line. It was 
developed in response to demand of 
Bible and handbook publishers who have 
been using Ecusta’s 20 Ib. paper success- 
fully. Currently, lightweight papers are 
used for direct mail advertising, catalogs, 
Bibles, textbooks, annual reports, prospec- 
tuses and proxy statements. Ecusta re- 
cently installed its tenth Fourdrinier ma- 
chine for the production of lightweight 
papers exclusively, and is now accepting 
trial orders for the new 17'4 Ib. paper. 
For More Information Circle No. 207. 


ELECTRIC STAPLERS 


Bostitch, Inc., 312 Briggs Drive, East 
Greenwich, R. I., introduces two electric 
staplers, Models BSE2 and BSE3 Bosto- 
matic, that perform office production line 
stapling jobs quickly, uniformly and with 
less operator fatigue. Either unit is par- 
ticularly useful for such continuous sta- 
pling tasks as preparing direct mail assem- 
blies, reports or sales bulletins. The Model 
BS5E2 is for fully automatic electric 
stapling and drives staples automatically 
when work is inserted against the combi- 
nation back gauge and switch release. 
Model BSE3 is a semiautomatic foot or 
knee-operated machine, actuated by a 
small switch which may be placed on the 
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floor or mounted under a desk or table. 
Every light tap of foot or knee on switch 
drives a staple. Bostomatic staplers handle 
up to 36 sheets of 16-lb. bond or mimeo- 
graph paper with no adjustment required 
for different thicknesses. Both operator’s 
hands are free to handle work. Staples in 
the Bostomatics are supported while being 
driven and always drive straight for maxi- 
mum penetration. Solenoid mechanisms, 


designed specifically for electric stapling, 
give long, trouble-free service. Adjustable 


stapling gauge is easily set to any depth 
up to 444”. Stapling position is always 
visible for exact placement of staples. 
Both machines are easily loaded through 
a door on the front with 210 standard 
4” staples. Sturdy, low-cost stapling head 
is replaceable as a unit. Staplers are of 
cast Dural construction, with attractive 
gray or black crackle finish. Easy to carry, 
they plug into any 115-volt AC outlet. 
Available for other voltages on special 
order. For More Information Circle No. 
199, 


COMPUTER ROUTINE 

Royal McBee Corp., Data Processing 
Div., Port Chester, N. Y., announces Act 
I, a compiling routine and translator for 
the Royal Precision LGP-30 Electronic 
Computer. Programing with this com- 
piler can be learned in a single day. With 
its aid, any problem can be submitted to 
the computer in simple algebraic form. The 
Compiler is fed into the LGP-30’s 4096- 
word internal memory on punched tape, 
and translates problems to machine lan- 
guage automatically. It need not remain in 
the machine, thus preserving the entire 
memory for useful calculation. Act I is cap- 
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able of compiling fixed or floating point 
programs. Programing time is greatly re- 
duced, allowing faster computer solutions 
to engineering and management control 
problems. For a complete explanation of 
the Act I Compiler, Circle No. 165. 


AUTOMATIC COIN CHANGER 

Standard Change-Makers, Inc., 422 East 
New York St., Indianapolis 2, Ind., makes 
the Standard Change Master that is three 
coin changers in one. You can select any 
three different coins to be changed and 
the change to be returned according to 
your needs. If later you wish to change 
one coin unit for another you can do so 
quickly and easily, because this machine 
has interchangeable units. Change Master 
takes up to $1100 in change and is ideal 


for use with vending machines. Its appear- 
ance is attractive, and its rugged construc- 
tion and double-locking mechanism safe- 
guard against vandalism. Easily secured 
to a wall or stand. This model can be 
equipped with 56 combinations to change 


50c, 25c, 10c and Sc coins. There is a 
universal coin slot for all coins to be 
changed. For convenience of user when 
getting change, machine has a large re- 
turn tray. Overall size is 30” high, 30” 
wide and 934” deep. For More Informa- 
tion Circle No. 152. 
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TAPE PRINTING PUNCH 


Raub Electronics Research Corp., 1029 
Vermont Ave., N.W., Washington 5, 
D. C., makes the Neotron Paper Tape 
Interpreter which simultaneously prints 
the interpretation of characters on paper 
tape as the characters are punched into 
the same paper tape. This makes the tape 
readable to both people and machines. 


BROTROM APR 
TAPE 


eR eet 


No additional programing steps are re- 
quired for this double operation and the 
interpretation is accurate and exact, pro- 
viding immediate verification and identifi- 
cation. Any and all characters are inter- 
preted. The device is easily installed in any 
tape system and is completely compatible 
with existing equipment. Its use makes 
punched tape as useful as a source docu- 
ment. For More Information Circle No. 
253. 


DESKS 


General Fireproofing Co., Youngstown 
1, Ohio, unveils its 1000 Series desks de- 
signed for contemporary business interiors 
by one of the country’s foremost archi- 
tectural firms to meet the requirements of 
architects who favor office furniture of 
rectilinear design. The 1000 Series desk 
has clean, sharp lines perpendicular to the 
floor. Corners are square with no rounded 
edges. Full back panel and drawer heads 
overlap pedestal frames. A 4%” reveal im- 
mediately below the top gives the desk 
top a thin and graceful appearance. Desk 
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is all steel with legs and trim of satin 
chrome. Desk pedestals were designed to 
fit any job requirement. There are seven 
different drawer variations to choose from. 
Ease in installation of wiring is provided 
by removable end panel. 


Variations in 


office decors can be achieved because desk 
is available in four decorator colors and 
three top patterns. The line consists of 
25 models of desks and tables including 
a complete modular series developed to 
give unlimited combinations of consoles 
or L type arrangements. For More In- 
formation Circle No. 138. 


MAIL INSERTER 


Bell & Howell Phillipsburg Co., 14 E. 
Jackson Blvd., Chicago 4, Ill., announces 
a Phillipsburg Inserter which automatic- 
ally feeds enclosures and nests others in- 
side it—such as placing one or many 


items into a booklet or an off-folded letter. 
Unit then stuffs all this collated and nested 
material into envelopes, seals them, meters 
postage if desired, stacks and counts up 
to 6000 per hour. Nesting feature will be 
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optional on all models of Expediter and 
Mailmaster series of Phillipsburg Inserters. 
This feature, providing additional flexibil- 
ity at lower cost, was engineered and de- 
veloped for the special mailing needs of 
mail order, publishers and other users re- 
quiring such an application. For More In- 
formation Circle No. 125. 


OFFICE CAMERA 


Macey Co., 13835 Enterprise Ave., 
Cleveland 35, Ohio, unveils a camera- 
darkroom combination, the Macey Litho 
Lab Camera, which allows office reproduc- 
tion departments to make their own nega- 
tives without a separate darkroom. This 
self-contained unit takes only 12 sq. ft. 
of floorspace and can be used anywhere 


since light conditions do not affect its oper- 
ation. Takes only minutes to set up entire 
camera-darkroom and it does not need 
highly skilled personnel. Calibrated scales 
and charts take guesswork out of oper- 
ation and allow operator to do profes- 
sional quality work. Camera has the Goerz 
Red Dot 12” color corrected lens. En- 
largements up to 200% are possible, re- 
ductions can be made down to %4 size. 
Halftone negatives, contact prints and 
color separations can be made. Unit is 
specifically designed for office reproduc- 
tion departments and it will add to control, 


111 





convenience and speed in reproduction 
work as well as reduce costs of purchas- 
ing negatives commercially. For More In- 
formation Circle No. 131. 


TAB CARD SORTER RACK 


Diebold, Inc., Canton 2, Ohio, an- 
nounces an all-steel sorter rack and stand 
for vertical processing of tab cards. The 
rack itself holds 14 vertical processing 
trays (one feed and 13 receiving) while 
stand provides storage for empty trays. 
Unit can be positioned directly behind 
sorter to provide easy, convenient reach 





for operator. Because Diebold Vertical 
Processing Trays are removable, upon 
completion of the sort, cards are in tray 
and ready for next operation. Due to 
automatic angle design of trays, there is 
no space-wasting angle in sorter rack 
itself. Live rubber safety locks along bot- 
tom width of rack prevent tray tipping 
and accidental card spillage. Just below 
locks is a full-width label holder through 
which positive tray identification is pos- 
sible at all times. An integral part of 
unit is a full-width bracing panel giving 
extra strength to stand while providing 
support for additional card trays. To com- 
pensate for uneven floors, base of stand 
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has leveling screws. Four different installa- 
tion choices are possible: sorter rack cen- 
trally mounted on stand facing front of 
sorter; two racks in back-to-back, counter- 
balanced position between machines; sin- 
gle rack on back of stand against a wall; 
double sorter racks and stands between 
machines. For More Information Circle 
No. 185. 


PHOTOCOMPOSING MACHINE 

Electro-Rex Corp. of America, 387 
Park Ave. S., New York 16, N. Y., an- 
nounces the Foto-Rex Typesetter, a photo- 
composing machine developed to aid 
smaller and medium sized companies that 
need phototype composition at a price it 
can afford. This is a simple, practical and 
trouble-free machine which anyone can 
operate. It produces display copy in black 
and white with a sharpness of letters that 


provides fine reproduction. Hundreds of 
complete alphabets from 14 to 72 pts. 
including handlettered styles are available. 
Each letter is a separate unit and measure- 
ments are all in printer’s point system. 
Savings are great, since work can be done 
with inexperienced help in any office or 
shop and there are no delays in waiting 
for proofs. Machine is 65%” x 634” x 442"; 
weighs 5 lbs. (shipping weight 7 lbs.); costs 
$139.50. For More Information Circle No. 
118. 
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SPIRIT DUPLICATOR 


Copease Corp., Duplicating Div., 425 
Park Ave., New York 22, N. Y., announces 
the Copease Banda Model 170 dual ream 
feed spirit duplicating machine that simul- 
taneously feeds, duplicates and stacks side 
by side, two full reams of 8%” x 11” 
paper at 10,000 copies per hour, or one 
full ream of 14” x 17” paper at 5000 
copies per hour. The machine is adaptable 
to any size paper from 3” x 5” to 14” x 17” 
by adjustment or removal of center guides 


on the feed and receiving tray. It has 
a Master Guide that automatically picks 
up the master in the exact position for 
duplicating. A built-in master control lever 
clamps the master in position and, in the 
same motion, starts the machine. Moved 
in the opposite direction, the lever stops 
machine and releases master. A_ pre-set 
counter automatically shuts machine off 
when desired number of copies are com- 
pleted. Direct fluid feeding from a gallon 
container in the cabinet base saves time 
and eliminates the need for constant re- 
filling. Up to seven different colors may 
be duplicated simultaneously. For More 
Information Circle No. 258. 


ROTARY CARD FILE 


Mosler Safe Co., 320 Fifth Ave., New 
York 1, N. Y., is introducing a double 
drum Revo-File system engineered to 
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speed the handling of active records. Using 
it, One person can efficiently handle all 
filing and posting of up to 15,000 active 
records. To find a card, clerk simply 
touches a button. Selectomatic control 
system instantly revolves correct drum and 
automatically stops it when desired sec- 
tion reaches most convenient position in 
front of operator. Cards are in an easy- 
to-find position and automatically open 


into a visual V for quick, easy reference 
which also signals refiling location if a 
card is removed for posting. Compact unit 
requires little floorspace and can easily be 
rolled from desk to desk or department to 
department. Single power source operates 
both drums. For More Information Circle 
No. 167. 


DUPLICATING PAPERS 


Finch Pruyn & Co., 9 Glen St., Glens 
Falls, N. Y., announces that 16 lb. and 20 
lb. Finch Duplicator and Finch Mimeo 
Bond are available in two larger sizes: 
17” x 22” and 22” x 34”. The two sizes 
have been added to enable dealers han- 
dling the line to give more complete 
service. Both sizes are ideal for printing 
82" x 11” letterheads and forms four-up 
and eight-up. Finch, Pruyn manufactures 
bond, mimeo and duplicator papers in 
both groundwood content and free-from- 
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groundwood papers. Finch grade is made 
in bond, tablet, mimeo, offset, duplicator, 
letterpress, converting, register bond and 
envelope. For More Information Circle 
No. 137. 


ELECTRIC SHELF FILES 


Supreme Steel Equipment Corp., 53rd 
St. & First Ave., Brooklyn 32, N. Y., of- 
fers the Conserv-a-matic file which, at the 
touch of a button, brings a desired shelf 
of filed material to a seated operator 
within ten seconds. Units come with 12, 
14 or 16 shelves and one 16-shelf unit 


(46” wide, 3342” deep and 116” high) 











holds as much as five four-drawer files. A 
110-volt motor plugs into any outlet to 
operate the revolving shelf mechanism. 
The file’s open door becomes a worktop. 
A file clerk’s chair riding on a built-in 
track between two rows of Conserv-a-matic 
files allows one employee to service a large 
active file without fatigue. For More Infor- 
mation Circle No. 256. 


OFFSET MASTER 


Addressograph-Multigraph Corp., 1200 
Babbitt Road, Cleveland 17, Ohio, an- 
nounces the Series 1000-5 Direct Image 
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Offset Master which costs from one to 
three cents depending on size and quantity 
ordered. This allows high quality Multilith 
copies to be produced for one-fourth of a 
cent each, including the cost of paper. 
Designed for short runs of from two to 25 
copies, masters are available in single 
sheets, continuous rolls, fanfold packs and 
unit sets, particularly suited to systems re- 
production. Masters may be blank or have 
any form printed on them and information 
can be added with pen, pencil, typewriter 
and a wide variety of business machines. 
Complete records, including form or letter- 
head, are reproduced at speeds up to 125 
per minute. Preparation, handling and fil- 
ing of the master is comparable to that 
of an ordinary sheet of paper. It may be 
run through a Multilith offset duplicator 
without machine adjustments. Thus, by 
making a master from the original master, 
information can be perpetuated for future 
reproduction with or without additions, 
deletions or substitutions of data. For 
More Information Circle No. 248. 


DICTATING MACHINE 


Gray Mfg. Co., 16 Arbor St., Hartford 
i, Conn., makes the Gray Key-Noter Sec- 
retarial, a transistorized disc transcribing 
machine and companion to the Gray Key- 
Noter Executive dictating machine. It 


An 


measures only 834” x 634” x 234” and 
weighs 5 lbs. 10 ozs. It is easy for even 
the beginner to use and is compatible with 
the rest of the Audograph line. Correc- 
tions and instructions are illuminated on 
the index strip to speed transcribing. Secre- 
tary can scan entire disc, backwards or 
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forwards, in one second. Index pointer in- 
dicates her position on the record at all 
times. Full voice fidelity reduces listen- 
ing fatigue. Listening devices for use 
with one or both ears will not muss hair- 
do’s. Easily attached foot control is also 
available. Machine comes in dark blue, 
russet, bronze brown, gray or green; costs 
$299.50. For More Information Circle 
No. 255. 


TELEVISION FILING SYSTEM 


Dage Television Div., Thompson Ramo 
Wooldridge Inc., Michigan City, Ind., 
makes a system for instantaneous access 
to visual data by any number of offices or 
throughout a factory. Called Dial-Data, 
the system’s data console is equipped with 
a closed-circuit TV camera and racks of 
records, files, information sheets, schedules 








or other constantly changing data. Auto- 
matic dial equipment determines which 
rack is viewed by camera, and what in- 
formation is transmitted. Individual dials 
at each remotely located monitor permit 
users to dial for visual information. Dial- 
Data is an adaptation of the firm’s Weath- 
ervision TV system in use at Air Force 
and Navy bases to speed weather briefings 
of flight personnel. Cost for a basic Dial- 
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Data closed circuit TV installation is ap- 


- proximately $20,000. For More Informa- 


tion Circle No. 211. 


PHOTOCOPIER 


Hunter Photo-Copyist, Inc., 566 Spencer 
St., Syracuse 4, N. Y., announces the 
Royal Scot line of photocopiers of which 
the Laird is a complete photocopying unit 
and the Highlander is a separate multicopy 
processor. At less than Sc a print, the 
Royal Scot copies originals up to 12” in 
width and length. It makes any number of 


copies from one negative or master, and 
there is no guesswork because exposures 


are pre-set for best results from any 
original. Prints may be readable negatives 
(from originals printed on one side only) 
or positive black-on-white, from any 
original. Negatives may be stored for re- 
runs at any time. Only one negative is 
needed to make thousands of perfect 
copies. Ruggedly constructed of high im- 
pact plastics, fluids in the Laird are pre- 
mixed and ready for instant use. Only a 
small amount of fluid is necessary. No 
bottles are kept in the machine. Prints are 
almost dry and ready for use in seconds 
because the copy paper is kiss-coated, 
rather than immersed in the fluid. Prints 
are true photographic copies of the 
original; nothing is left out. The machine 
is 2314” x 15” x 5%”, has 70” per minute 
exposure speed and 56” per minute de- 
velopment speed. It operates quietly with 
nylon gears and sprockets from a 1/50 
hp motor on 110-volts, 60 cycle single 
phase. For More Information Circle No. 
191. 





SEMIDISPOSABLE TOWEL 

Non-Woven Fabrics Div., Chicopee 

| Mills, Inc., 47 Worth St., New York 13, 
| N. Y., is marketing Masslinn Towels, a 
textile product made by a low cost non- 

| woven process. Towels have appearance 
of a woven fabric, are soft and absorbent, 

| suitable for a wide variety of wiping ap- 


RECORDER- | plications. Non-woven fabrics are a new 
? Oa | . 
> continuously | — 
measures and records | y 


; : sae ; } \ 
. machine utilization [ 


Is your expensive machinery or 
equipment fully utilized? 


“TR-T” gives you the answer! 


Ee ee , 








cneet Ge eID 





| textile development which find excellent 
| outlet in Masslinn Towels for hand wiping, 

TR-T records on-off time of any | equipment cleaning, polishing and similar 
machine to which it is electrically | uses in the office, etc. The fabric towels 
connected. Stylus marks (on a con- | are durable enough for considerable use 
tinuous, time-printed tape) exactly | in the light-to-medium wiping range and 
when that machine started, how long | are inexpensive enough to discard at the 
it ran, when it stopped. user’s convenience. For a free sample and 
| Actual productive time is totalled | detailed information, Circle No. 206. 
on a direct-reading register. 


Access window enables employee PAYROLL TAX COMPUTER 
to note on tape reason for down- 
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Ayres Corp., Box 1081, Wilmington, 
time. Tapes run continuously for four Calif., announces that state withholding 
; months. Stylus uses no ink. | taxes have been added to its payroll tax 
i TRT tells you when anything hap- | computer line with the addition of the 
pened, how long it lasted. 

TR-T data-on-tape is an accurate 
basis for cost analysis in plant or of- 
fice. Ideal for time study, production 
comparison, pinpointing bottlenecks, 
preventive maintenance and hundreds 
of other applications. 


Price of standard model is $65. For 
details, write for Brochure OR-12. 


Calculer-FS for 1960 rates. Offering gov- 
stan ar ernment approved, accurate payroll tax 

deductions for federal F.I.C.A., federal 
-[e.\'NSTRUMENT CORPORATION | withholding tax, and state withholding 
jas 657 BROADWAY, NEW YORK 12,N.Y. | tax for N. Y., Mass., Md. and N. C.. the 


For More Information Circle No. 381 
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Make paper negatives for 
offset plates...only 5 cents each 


NOW! 


WITH 


— QUICK 
SILVER 


... right in your own office 


a completely new photocopy process 


In 25 seconds, for only 5¢ each, you can 
now make paper negatives for burning 
in sensitized plates... paper, plastic, 
aluminum or zinc. There is no faster or 
cheaper method on the market! 


Compare this with the cost of making 
a film negative using your own equip- 
ment: the film alone costs twenty-five 
cents; developing material is additional. 
And, it takes about 30 minutes! If you 
send out to have a negative made the 
cost is about $1.50; $2.50 to have a 
plate made outside. 


With Quick Silver in your office, you 
can make your negative in less than 
ha'f a minute! No phone calls to out- 


side suppliers; no waiting for pick-up; 
no waiting for delivery. Quick Silver 
negatives have high fidelity, can be 
opaqued, stripped and masked easily. 


You'll find dozens of other uses for 
your Quick Silver copy machine, too. 
Using a single sheet it will make a good 
copy of anything...even a blueprint or 
photostat. It will make an unlimited 
number of copies from one master... 
today, tomorrow or next year. 


Here’s another saving: Use Quick 
Silver for making top-quality proofs of 
either film or paper negatives to be 
submitted to customer for approval 
before burning in plate. 


FREE demonstration or FREE literature is yours for the asking. Use the coupon below. 


PEERLESS PHOTO PRODUCTS, INC. 
Shoreham, L. |., New York 


| Gentlemen: 


C) I'd like you to show me, in my own plant, how Quick Silver will make 
paper negatives for offset in 25 seconds for only 5 cents each. 


| (J Please send me literature about Quick Silver. 


Name 





PEERLESS 

















| Address 


SID bciticthicce dies onic 


0-12 
Ee: ccs, ccs secs ame wae cubs" cbs Cosctmin clnw chal DALE 
For More Information Circle No. 303 
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Calculer-ES is 134%” long, 4” high, and 
weighs only 16 ozs. It is priced at $24.75. 
Drums are interchangeable for varying 
pay periods. Should tax rates change, de- 
sign permits new drum-charts to be quickly 
affixed. For descriptive literature, Circle 
No. 141. 
VERTICAL CAMERA 


M. P. Goodkin Co., Dept. P, 112 Arling- 
ton St., Newark 2, N. J., announces a 24” 
camera that is precise, compact and simple 
to operate. This economical vertical 
camera has broad applications in office 
and plant reproduction departments for 
exposing line and halftone negatives to 
18” x 23” while performing many other 
functions. A low initial investment in 
equipment enables many small companies 
and small departments to realize the sav- 
ings in time and money inherent in owning 
their own camera for offset duplicating, 
copying of engineering drawings and con- 
tact prints. The Camera Lucikon 24 has 
a wide angle lens made specifically for it 
by Goerz to make enlargements and re- 





ductions up to 233%. Precision tracking, 
easily accessible and accurate calibration 
controls, and an automatic exposure timer 
enable anyone to operate the unit. It oc- 





~ 


cupies 28” x 60” floorspace and can be 
used inside or outside a darkroom. Lights 
move with copy and are adjustable to 360° 
with reflectors to assure balanced lighting. 
Because lights are the same distance from 
copy throughout entire range of camera 


Statistical or Emotional, the constant clatter 
from modern automatic office equipment 
jangles a gal’s nerves and cuts down on 
her efficiency. 


Since my boss has installed a Gates 
Acoustinet I work faster and maintain 
better production with less mistakes 


from the equipment I operate. 


I now operate the automatic machine 
with confidence that I’m not bothering 
other personnel in the office — Gates 
Acoustinet helps me to be more relaxed. 


For More Information Circle No. 385 
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settings, no calculations are necessary to 
compensate for lighting, nor is it necessary 
for operator to adjust lights for every ex- 
posure. Calibration system is directly gear 
driven which results in instantaneous reac- 
tion on copyboard and lens, as well as 
from hand wheel, counter and platform. 
Rigid support of copyboard, lighting and 
frame minimize transmission of shock and 
vibration that could blur photographic 
image. A self-focusing vacuum back equip- 
ped with adjustments for various film 
sizes is standard equipment. Since this 
back permits focusing on it, extra focus 
glass is eliminated. Optional are a xero- 
graphic head and a prismatic head. Latter 
head makes right reading adjustments to a 
required size for art or copy. For More 
Information Circle No. 186. 


SWITCH CONTROL PANEL 
Edward Ochman Systems, 
Fairfield, Conn., announces the 
Switch 80-80 514 Reproducer 
which minimizes error and 


141, 
Ockie- 
Board 
eliminates 


Box 


time-consuming pulling out and replacing 


manuai or fixed wires in 514, 513 or 552 
control panels. Because it is permanently 
wired and flexible it reduces supervisory 
requirements and requires less knowledge 


to operate. The Ockie-Switch panel will 
reproduce 80-80 and compare 80 columns; 
reproduce with field elimination and com- 
pare on all columns being reproduced; 





OFFICE 
MACHINE 
NOISE! 


Gates Acoustinets are 
scientifically engineered 
units designed to stop 
office machine noise at its 
source. Quiet offices are 
more efficient offices. 


Write for details. Give machines, makes, models you use and measurements. 


eMC OUSTINET.. 


612 SPAULDING YATES BLDG., SHERIDAN DR., TONAWANDA, N. Y. 
For More Information Circle No. 385 
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gang punch; simultaneous reproduce, gang 
punch and compare all columns being re- 
produced; gang punch previously punched 
cards; and intersperse gang punching. The 
Ockie-Switch can be rented or purchased 
with rental charges applied to purchase 
price. For More Information Circle No. 
126. 


CLEANER-TRANSPARENTIZER 
Ozalid Div., General Aniline & Film 
Corp., 42 Exchange St., Johnson City, 


DATERS 


for SMALL 
and LARGE 


SPACES 


N. Y., is marketing CTS, a liquid for 
transparentizing, cleaning and sealing in- 
termediates and one-sided materials. It is 
especially suitable for  transparentizing 
opaque paper for use as masters in making 
offset printing plates, diazo and_ silver 
emulsion reproductions, cleaning soiled 
records, restoring vitality to deteriorated 
paper, removing pencil lines and smudges 
from paper or linen and providing tamper- 
proof master file copies. CTS provides for 
sharper, cleaner and faster copies of en- 
gineering drawings, 
blueprints, photo- 
copies, and any 
typed, written or 
printed matter. 
Many applications 
for CTS can be 


JAN 23°57 ‘WtNeR 


FORCE Daters fit the space 
of all office forms. Model 400 is 
ideal for narrow spaces—inven- 
tory, ledger, sales cards etc. 
Date changes with stylus. Model 
450 is all-purpose dater; month 
changes automatically after 31st 
day change. Bold day figures 
are easy to see. 

Write for Catalog 


WM. A. 


Sales Offices 


c 


& CO., Incorporated 


216 Nichols Ave for 
Brooklyn 8, N.Y 


NEW YORK « CHICAGO e« SAN FRANCISCO e MONTREAL 


| 
n . i 
rts mes” 
"987 Economie 


found in sales de- 
partments in trans- 
parentizing photo- 
graphs, newsletters, 
bulletins and cata- 
log sheets for re- 
production. Real 
estate companies 
can use this method 
property _ list- 
ings. Oil compa- 
nies can use it for 
maps, specification 
sheets, engineering 


For More Information Circle No. 426 
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Mark of An Efficient, Waste-Free 
Office—the COLLAMATIC 





New 1960 Collamatics’ with "APC" are lower 
priced than ever, and more versatile than ever. 


Shown is the 16-bin model «1600 


YOUR SAVINGS CHARTED IN ADVANCE 


... Few types of office equipment give the actual cash 
savings obtained with Collamatic Collators .. . savings 
that can be charted for you in advance with the 
Collamatic ‘''Collating Survey and Analysis Form.” In a 
typical office, a Collamatic will return 165% or more 


a year on its cost. 


1960 MODELS NOW READY ... Leaders in 


Collamatic’s 1960 line of electrical collators include the 
compact, moderately priced “APC” models . . . now 
lower priced and more versatile than ever before, 
with larger bins, larger trays, provision for collating 
sheets in a larger range of sizes. Up to 30-sheet sets 
collated at one time ... with the greater speeds 


obtained with APC automatic timing. 


FREE—write for free copy of our "'Collating Survey 
and Analysis Form” and Collamatic literature. 


Corporation 


WAYNE, NEW JERSEY 


“|"165% DI 
| EVERY 





(* 


VIDENDS 


YEAR®”’ 


COLLATORS FOR EVERY SIZE 
AND TYPE OF OFFICE 


 eeeeallieenll | 


DESK-TOP 
== 


COLLAMATIC 
Electric collator 
for only 


$149.50 complete. 
© 


COLLATOR STAPLER-STACKER 
8 Times Faster than by hand. 


COLLAMATIC "15" 
Inexpensive, ful- 

ly automatic... 

collates, jogs, 

counts, staples 

and stacks 

automatically. 

Developed and Engineered by 
W. E. Thomas, The Inventor of 
Modern Office Collators. 





For More Information Circle No. 316 
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BEST WAY TO JUDGE A DICTATING MACHINE 


Fidelity Makes The Difference 


400 secretaries, questioned by a leading maga- 
zine about dictating machines, listed fidelity as 
the most important feature they looked for in 
a machine. 

These experts know fidelity makes the difference 
... to you when you're dictating or listening... 
to your secretary when she’s trying to catch 
every word you said for transcribing. Try the new 
Geloso StenOtape; you will be amazed at its 
fidelity. You’ll hear yourself just as clearly as 
you spoke! 


“Ease of operation” was the second most wanted 
feature. Dictating to StenOtape is actually pleas- 
urable. An exclusive relaxed dictation system (no 
hand mike) takes down everything you say... 
even though you have papers in both hands, or 
walk about the room. Perfect for conferences, 
too. StenOtape registers up to 30 feet away, up 
to 2 hours on one reel of endlessly re-usable 
standard magnetic tape. 


StenOtape is compact, ready for instant travel 
anywhere in its convenient attache case. Weighs 
only 6% Ibs. Accurate, jamproof, trouble-free. 
Best of all, after fidelity and easy operation, is 
its versatility. StenOtape has dozens of uses: in 
the office, at home, on the road — for dictation, 


7 


“DICTATING-TRANSCRIBING MACHINE 
only $179.95 Incl. Fed. Tax 
FULL YEAR GUARANTEE 


conferences, sales reports, interviews, pnore 
talks, and more. So versatile, in fact, it’s fun 
to take home; it tapes and plays music, too! 


Yes, StenOtape fills the bill on all counts for 
secretaries who want the best, and businessmen 
who want more machine for less money. 
StenOtape, at only $179.95, tax included, saves 
you money when you buy it, both time and money 
as you use it. 


FREE! FACTS BOOK 


For complete information about all dictating 
equipment, read “The Facts About Dictating 
Machines.” This 16-page illustrated book — 
for the first time anywhere — tells all the im- 
portant features you should look for. Plus 50 
new ways to save time and money in any busi- 
ness. Send for your free copy today. Without 
obligation, of course. 


American Geloso Electronics, Inc., Dept. 30 


Company 
Address 


State 


251 Park Avenue South, New York 10, N. Y. AL 4-2282 


Please RUSH, without obligation, new free 16-page 
illustrated book “The Facts About Dictating Machines’ 


* 
SOOO SHESSHSSEHESEHSSHSSEHSEHSHEEHSHSEESOSEHSESEESEEEE 


GELOSO STENOTAPE 


For More Information Circle No. 302 





drawings. Advertising agencies can trans- 
parentize copy, typeset matter and _art- 
work. CTS is available in aerosol spray 
cans. For More Information Circle No. 
175. 


OFFSET DAMPENER ROLLERS 


Rolcor Products, Inc., 133 Prince St., 
New York 12, N. Y., announces the Per- | 
fex system of disposable dampeners which | 
eliminate changing molleton covers for 
the 1250 Multilith Repellex unit. A com- 
plete roller with the covers already ap- 
plied, a set of Perfex rollers are low 
enough in cost to be thrown away, core 
and all, after use. Only one minute is| 
needed to remove and replace a set of | 
Perfex disposable dampeners. For More | 
Information Circle No. 184. | 





DIAZO & PHOTOCOPIER 


Copymation, Inc., 5650 N. Western| 
Ave., Chicago 45, Ill., announces its Dart | 
desk-top all-purpose copymaker in 13” and | 
18” sizes. Dart is designed to expedite | 
office and plant system procedures. It eco- | 
nomically enables anyone to make photo- 
graphically exact, same-size copies of| 
forms, letters, charts, diagrams, drawings | 
or any translucent original. Makes any | 
number of copies from the same original | 
for a material cost of less than Ic per 
letter-size page. Reproduces up to 13” 


and 18” widths in any length. Through | 
the semimoist diazo process, Dart delivers | 
clear, opaque, black-on-white semidry fin- 
ished prints which can be used immedi- 
ately. Photocopying is a bonus feature. 
Both Dart models include a second lamp | 
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your line 
with the Sengbusch nine... 


BUILD-UP 
DESK TRAY 


soow™” 
KLERADESK 


>. 


HANDIPEN 
DESK SET 


IDEAL 
MOISTENER 


NO-OVER-FLO 
SPONGE CUP 


| Pa #. 
a Telallie}*) 4a) 
MOISTENER 


Faster Selling Office Aids 


Everyone's selling more Sengbusch Distinctive 
Office Essentials! Chances are, your morning 
mail was signed, sealed, and delivered to 
file, through the aid of these eye-and-buy 
styled Quality Desk Items. Free sales pro- 
motional pieces. Write for details. 


Milwaukee, Wisconsin 
For More Information Circle No. 367 
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For More Information Circle No. 393 





ay NOW! an 


Office Pencil 
shaped to 
the Fingers 





@ ROYALSCOT sort )_ 


TRYREX 
RICHARD BEST 


TRYREX 


Designers and 

draftsmen who use a 
pencil all day, 
recommend this new, 
natural shape. 


There's real economy and 
efficiency in the new TRYREX 
shape! Extra thin leads keep 
point longer. Resharpen 
quickly due to small gauge 
lead. Made in five hardness 
degrees. Order Royal Scott or 
Futura—six to a cellophane 
package—from your dealer, 
or write to us. 

IMPORTANT: They cost no 
more than ordinary pencils. \ 


Dutura-- in Pink 


ROYAL SCOT — in Black 


‘Richard Best 


Pencil Company 





can be written, 





Springfield, New Jersey 

















for exposing standard photocopy papers. 
Thus, with an inexpensive accessory proc- 
essor, it is a photocopy machine. The Dart 
is attractively designed and finished in 
two-tone baked enamel. Equipped with 
800-watt lamp. Simple and clean to oper- 
ate and maintain; no venting is required. 
Plugs into standard 115-volt AC outlet. 
Easily portable. For descriptive Bulletin 
59-D-1, Circle No. 108. 


LINE COMPOSING CAMERA 

Lithoid, Inc., 232 Cleveland Ave., High- 
land Park, N. J., announces its Compos-O- 
Line Sequential Card Camera for auto- 
matic transferal of original source data 
from file cards to film or paper, ready for 
reproduction. The end product is a photo- 
graphic negative with the data from the 
cards in galley, list or tabulated form, as 


desired, ready for making offset plates. 


Device can also produce a positive or 
negative image on sensitized paper for 
other reproduction processes. Original data 
typed or imprinted from 
type on any card. Position on card is 
not important. Filed cards are basic data 
source for the operation. When any or all 
data is to be reproduced, cards are sorted 
and arranged in desired sequence manu- 
ally or by sorting equipment and placed 


| on feed plate of camera which automatic- 


ally photographs the information on the 
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HONEY, HASN’T ANYONE 
TOLD YOU ABOUT 
E-Z CARRY-PAK? 


ONLY GRAPHICOPY® PAPERS FEATURE 
THE NAIL-SAVING E-Z CARRY-PAK* 


No bent fingernails—no chipped polish 
with Hammermill Graphicopy’s exclu- 
sive E-Z Carry-Pak. Just unfold the two 
handles, and lift. Out comes five pack- 
ages of Hammermill Graphicopy papers 
slick as a whistle. You don’t have to dig 


them out one at a time. Graphicopy 
papers run right on any kind of office 
printing and duplicating machine. And 
they give the kind of results any boss 
will appreciate — clean and crisp and 
colorful. Tip him off today — about new 
Hammermill Graphicopy papers. 


JUST UNFOLD... AND LIFT! 


For More Information Circle No. 301 
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gia Choudty 
Awsritas fimedt Ball-powit pemcil 


e Entire pen costs less than most re- 
fills alone. No bother or mess to 
change. 

Precision - made, smooth - writing 
ball point for home, school or 
office. 

Ample ink supply for long writing. 
Non-smear ink in permanent blue, 
red, green or black. 

Guaranteed dependable perform- 
ance. 

Repro-black and fine point also 
available at slight extra cost, 
24¢ ea. 


te stan tom. Chroust 


"World's gractast ball -powt pencil’ 


~« 19% 
ONY EACH 


Send for o FREE HANOVER PEN co. 
somple today Hanover &, Pa. 


For More Information Circle No. 420 


Cheaper by the doren. 





“SPLIT-SECOND”’ 


PAYROLL TAX COMPUTER 
: ' Pe eke | 

eM PAYS FOR 

p ITSELF IN 
30 DAYS 


THE 


OM CALCULER-D 


A twist of the fingers, and 
complete F.1.C.A. and 
Withholding Tax deductions 
appear on a single line, payroll sched- 
right before your eyes. ule, Govern- 
Cuts figuring time in half. ment approved 
Used by concerns employ- calculations. 
ing from 2 to 20,000. $15.70 

postpaid. 


SOLD ON 30 DAY TRIAL GUARANTEE| 


See your local stationer or write to: 


AYRES CORP e © °° 


ALG iL lca de), caer-Val ae 


Interchange- 
able drums 
permit change- 
ing charts for 
tax revisions. 
Used for any 





For More Information Circle No. 421 
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cards. Film or paper produced by camera 
is in complete page format including all 
required heads, subheads, rules, page 
numbers, etc., ready for processing in 
automatic machines or by standard dark- 
room techniques. System eliminates proof- 
reading since information from original 
source data is transferred photographically. 
Adjustments on camera provide 200% en- 
largement or 50% reduction of data. Line- 
spacing is adjustable to suit page lengths. 
Camera operates at 7200 exposures per 
hour with viewing area adjustable from 
3 pts. to 342”. Any kind of card can be 
used from 3” x 5” to 5” x 9”. Film width 
can be 24%" to 9%4” with a maximum 
length of 200 ft. Sensitized paper rolls up 
to 400 ft. can be used. Machine requires 
floorspace of 2 x 5 ft. and is 52” high. 
Standard 115-volt single phase AC is only 
power requirement. Weight is 750 Ibs. and 
entire camera is mounted on casters for 
easy mobility. No special training is re- 
quired to operate it. For descriptive liter- 
ature, Circle No. 122. 


BOOK COPYHOLDER 


Standard Sales & Distributing Co 


Fletcher Drive, Los Angeles 65, C: 

makes the Standard Supreme Folding 
Copyholder that fits any size book and 
makes text easy to copy. Adaptable to 


every type of copywork, it is described as 
the copyholder with a line guide that also 
holds books. Guide curves with pages and 
rubber tipped arms keep pages open. 
Mounted on rubber pad, it costs $8.85 
delivered on money-back guarantee. For 


| More Information Circle No. 113. 
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Victor's new, completely automatic printing calculator with the 


New Simpla-Key 


Lets you automatically multiply, add, subtract, or divide with a flick of One Key! 


ES 


Flick Up to Multiply 


VICTOR ‘ii: CALCULATOR | 


Imagine! Multiply, divide, add or subtract 
with the new Victor Calculator—all automat- 
ically! Just flick the Simpla- Key — enter fig- 
ures as you’d write them—and the machine 
does the rest. Unbelievable ! 

A printed tape, with a true symbol, identifies 
figures entered and operation performed. See 
the unique Victor Calculator today. Con- 
venient terms. See ‘‘V”’ for Victor in the 
adding machine section of the Yellow Pages. 

VICTOR ADDING MACHINE CO., CHICAGO 18, ILL. 

Victor Adding Machine Co. (Canada), Ltd., Galt, Ont. 


Manufacturer of Business Machines, Cash Registers, Business 
and Industrial Systems, Electronic Equipment, Electri-Cars. 


s 


Victor Adding Machine Co., Dept. O-1259 
Chicago 18, Illinois 


Send me complete new brochure on Victor 
Automatic Calculator. 


Name 
Company Name 
Address 


For More Information Circle No. 350 
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FORMS 
CUT COSTS. 


| ~~ CARBON — 
__/”__INTERLEAVED fs 
! FORMS dQ 


t Stendord and custom printed 
a : _ for every purpose. 
t ‘ - 
| 


~ 


— 
REGISTER 
FORMS 


for all registers. 


ond other 


TAX FORMS 


. 


~ MARGINALLY 
PUNCHED 
BOOKKEEPING 
FORMS 


for Burroughs, Remington. 
1.B.M. and other bookkeeping 
machines. 


Forms available on 


NEW NCR 


(no carbon required) 


PAPER 


Whatever your requirements, there's o 
REDIFIXT form “to speed your paper work, 
save clerical time . . . accurately printed 
on modern high speed presses to provide 
reliable deliveries, economy prices. 


FREE! 


Big new catalog illustrates part of the 
wide range of REDIFIXT Business Forms. 
Write or phone for your copy today. 


LIDATED susiness systems, INC. 
Paeiag Ns ¥-a7 N.Y. BArclay 723687 | 


For More Information Circle No. 213 
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CONTROL CHART 


Art Metal Construction Co., 41 East 
42nd St., New York 17, N. Y., makes the 
Unigraph wall chart for either continuous 
or broken line charting of production, in- 
ventory control, sales analysis, machine 
loading, dividend payment schedules and 
many other applications. This completely 
mechanical and self-contained chart has 
plastic cylinders divided into five colored 
segments. By rotating each Unisignal to a 
designated color, every phase of produc- 
tion (machine running time, down-time, 
waiting for parts, start and completion 
dates, etc.) can be recorded. A color photo 
of Unigraph can eliminate record tran- 
scription and duplication in multiplant 


operations and provide a quick method 
for disseminating or centralizing control 
records. Pictures also serve as permanent 
job histories as the board records new 
work cycles. The Unigraph comes in 11 
standard models with from one to 25 
lines, 12 to 82 cylinders and one to five 
columns. When security or privacy is re- 
quired, models with transparent or opaque 
doors are available with or without 
locks. Outstanding features of Unigraph 
are the built-in colors; individual scales 
for each line of information; provisions 
for additional coding on each scale line; 
fully variable color sequence; simplicity of 
operation and adaptability of design for 
concise appraisal of complex data. Some 
offices use Unigraph for tabulating ma- 


| chine scheduling. For More Information 


Circle No. 249. 
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Manager, Teletype Dept., 


‘ : Henry F. Zartl, 
: a * 


The DoALL Company, 
Seepaes Plaines, Illinois 


a = 5 
SS = 


aah, 


DoALL’s “Sameday Service” assured by Teletype 


Over 100,000 customers have immedi- 
ate access to the DoALL Company’s 
$2 million dollar centrally located cut- 
ting tool and gage inventory. 


Here’s how it works. If a customer re- 
quests an out-of-stock tool at any of 
DoALL’s 37 sales-service stores, an 
order is dispatched in seconds via a 
Teletype printer to DoALL’s central 
warehouse. 

The request, received in printed torm, 
is processed in a matter of minutes. The 
order is filled, packaged and shipped— 
all in an average time of two hours 
from receipt of request. 


For customers—reduced inventory, 
wider choice. The speed and accuracy of 


Teletype equipment makes the entire 
DoALL inventory of 15,000 items im- 
mediately available to the customers. 
For DoALL—more, profitable business. 
Offering immediate delivery on hard 
to find, non-standard cutting tools 
brought in more business. 
More information. If you would like 
more information, please write to Tele- 
type Corporation, Dept. 32-M, 4100 
ullerton Avenue, Chicago 39, Illinois. 


TELETYPE 


CORPORATION 


sunsioimry of Western Electric Company me 


For More Information Circle No. 300 
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There’s an Ever Ready style for every need, every desk 
The desk calendar and the telephone are working tools that 
keep business moving — ahead! And now is the time to order 
your 1960 Ever Ready refill or complete calendar. Telephone 
the Ever Ready dealer in your town TODAY. 


America’s No. 1 desk calendar 


WUD EVER READY CALENDAR MANUFACTURING CO. 


Calendar. 
150 BAY STREET ¢ JERSEY CITY, NEW JERSEY 


For More Information Circle No. 322 
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ADDING MACHINE 


International Calculators Ltd., 3493 


Cahuenga Blvd., Los Angeles 28, Calif., 
announces the Schubert electric ten-key 
adding machine designed for touch oper- 


print in red on the tape. There are total 
and subtotal keys, and a repeat key for 
multiplication. Machine takes standard 
ribbons. Model KS lists nine, totals ten 
digits; costs $285. A duplex, two-register 


model is also available. For More Infor- 
mation Circle No. 241. 


SECURITY SYSTEM 
United Electronics Laboratories, 3947 
Park Drive, Louisville, Ky., makes the 
Cam-Eye Camera for photographic detec- 
tion of thefts and vandalism with pictorial 


ation. Machine operates silently and a 
locking device guards against improper 
operation. Setting indicator is easy to read. 
Minus numbers and negative balances 


identification of the culprits. Cam-Eye 
takes still sequence pictures, instead of 
motion pictures, to condense up to two 





#) “Secretaries never die... 


33 


They just stay young indefinitely*—that is, if they use 
Kee Lox Grip-N-Pull carbon paper. Ask any girl who is 
already using it (and note how fresh and vivacious she looks 
—even at quitting time). She'll tell you what nice copies she 
gets, how clean they are. And she'll be equally enthusiastic 
over Grip-N-Pull’s other features—automatic warning of last 
typing lines, automatic rotation, automatic alignment. 


You too can stay young indefinitely* by letting Grip-N-Pull 
carbon paper make your work easier and pleasanter. And your 
boss will be interested in knowing that Grip-N-Pull, with all 
its advantages and long wear, still costs no more than regular 
carbon paper which does not have the exclusive patented 
features of Grip-N-Pull. 





*The only exaggeration (one we hope will 
cause a smile) in this message 


Attach to letterhead and mail to 


& 

ow Kee Lox Manufacturing Company 
Dept. 0-129, Rochester |, New York 

Send freé¢ samples of Grip-N-Pull to: 


4, 
fee d OImpre At 


N » 
— — pd 
KEE lox, MANUFACTURING COMPANY 


CARBON PAPERS AND INKED RIBBONS 


Sold through KEE-LOX branches and 
selected independent stationers 








For More Information Circle No. 368 
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Branch manager 
wants secre tary 
-frequently! 


“He isn’t a bad guy to work for, 
except for one thing. He dictates a 
bulletin for dealers, from three to 


eight pages, every Thursday. A letter 
shop delivers 750 copies late Friday 
afternoon. It would be darn near 
seven before I finished mailing the 
bulletins ... Which is why he needs 


a new secretary so often!” 


If mailings disrupt work schedules, 
bring on crises, run into overtime, you 
should have the new Pitney-Bowes 
Model 3300-FH —a small, low cost com- 
bined folding and inserting machine. 

The 3300-FH will fold and stu‘f into 
envelopes 500 single sheets in 8 minutes. 
Additional enclosures are made by 
another run through the machine. 


ling 
« Inserting Machines 


Made by the originator of the postage meter... 122 offices 
in the U.S, and Canada, with nationwide service coast to coast. 
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The 3300-FH handles letters, cards, 
invoices, leaflets, even stapled sheets. 

It is easy to Operate, can be set by 
anybody, without tools, in less than a 
minute. The inserter unit can be used 
separately or attached to any Pitney- 
Bowes folding machine. 

For daily or infrequent mailings, this 


The larger Model 3100 
Inserting Machine, with 
up to six stations, stuffs as 
many as six enclosures 
at speeds up to 6,000 

an hour. And can be 
attached toa PB 
postage meter 

mailing machine. 


folding and inserting combination is a 
real convenience, and a great time, cost 
and morale saver in any office. It speeds 
up mailings, permits one girl to do the 
work of several, and more efficiently. 

Call any PB office for details. Or 
send coupon for free illustrated booklet 
and case studies. 


LAL 
PITNEY-BowEs, INC. 
3466 Crosby St., Stamford, Conn. 


Send free illustrated booklet and case 


studies on PB Folding and Inserting | 


| Machines. 


Address 


For More Information Circle No. 292 
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NO OTHER 

PAPER CUTTER 
BUILT SO WELL 
TO SELL SO LOW 


“Th reficoneo ln” 


the precision Paper Cutter 


SIZES: 
14” and 18” 


(20%" "suet 


FOR OFFICE, 
BOOKKEEPING AND 
DUPLICATING DEPARTMENTS 


For every business: Banks, hospitals, insurance 
companies, industrial organizations with duplicat- 
ing departments, stationers, photo finishers, small 
printers, lettershops, mimeograph, offset shops, 
advertising agencies, schools and colleges. 


Order from your dealer or 
MICHAEL LITH sales corp. 
145 West 45th Street, New York 36, N.Y. 


© Dealer: Write For Profitable Sales Plan. 
For More Information Circle No. 394 





Bedinghaus 


Business Forms 
COMPANY 





GA 1.7111 


Court Street : 
333 West Cou Teletax FBD 


Cincinnati 2, Ohio 








| mans 


formerly Modern Business Forms Mfg. Co. 
Tabulating and snap-apart sets litho'd 
on Carbon Interleaved or NCR paper. 
Write for new price lists. 


For More Information Circle No. 395 
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weeks of time on a single roll of film. This 
makes it economically feasible to steadily 
record all activity of customers and em- 
ployees, and provide pictorial record of 
possible thefts, wastefulness or dishonesty. 
Unit eliminates limitations of human 
element in case of emergency. Once Cam- 
Eye controls are pre-set, system operates 
electronically to take sequence pictures at 
any desired time interval. It operates auto- 
matically, turns on for as many hours of 
the day or night as required, and then 
shuts off. For descriptive literature, Circle 
No. 251. 


WASTE RECEPTACLE 


Woodlets Inc., 2048 Niagara St., Buffalo 
7, N. Y., announces Air-San, a smooth, 
foot-operating waste receptacle with pa. 
tented Magi-Close for completely noise- 
less closing. An individual Ozium sanitiz- 
ing spray dispenser is built into each unit. 
Unwanted odors are eliminated’ with 


push-button speed. Rust-proof Epon- 
coated removable liner is stain-proof and 
impervious to most chemicals and alkalis. 
Streamlined and finished in white with 
chrome top or popular silvertone, it is 
designed to harmonize with most furnish- 
ings and equipment. Size is 11%” x 11” x 
19”. For More Information Circle No. 
144. 
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ONE 

WILL 
GET 

YOU | 
TEN... 


Imagine... not 5... but 
10 COPIES FROM 1 NEGATIVE! 








For More Information 
Circle No. 450 


WORLD'S FASTEST PHOTOCOPYING MACHINE AT ANY PRICE 


COPIES ANYTHING: Clean reproductions Space-saving wall mount, or, if preferred 


from any material, any ink, all colors — and 
red too. 

ECONOMICAL! Cuts cost of photo copies 
in half. 

CONVENIENT! Needs no warm-up time — 
ready to use at the flick of a switch. 
DURABLE! Lifetime construction — engi- 
neered for years of service. 

COMPACT! No extra equipment needed. 


Wd 


CORPORATION 


215 Fourth Ave., New York 


Phone: ORegon 4-5582 


use it on the desk. 

AUTOMATIC! Electrically-driven compo- 
nents eliminate hand operations — just feed 
—- into slot—the machine does the 
work. 


SAFE! No unpleasant odors or fumes, no 
blinding lights, no hot grids, no messy trays. 


SIMPLE TO OPERATE! You'll learn the 
knack in less than 5 minutes. 


MAIL THIS COUPON TODAY! 

COPYCAT CORPORATION 

215 4th Avenue, New York, 

Will you have your representative arrange @ fig 
obligation demonstration for me? 


NAME 
ADDRESS 








ZONE STATE. 








The right envelopes in the right size — 
and right at hand —will help you speed 
operations and reduce costs in mailings, 
business systems and packaging. 

This new envelope selector chart shows 
70 U.S.E. envelopes, and lists standard 
sizes for each style. It will give you some 
good ideas! . . . for example, snap-fastener 
envelopes for intra-office communication; 
large, husky “Flat Mailers” that signal 


**First Class” or ‘Air Mail’ in every post 


office; ‘Outlook®’ window envelopes 
that say “‘Thank You”... . For a free 
copy of this Envelope Selector Chart pin 
this ad to your letterhead. 


“You get the idea, George? 


When a man wants to 
select the right envelope 
in the right size, he 
looks in this chart and 
there it is!”’ 





NY. 


Springfield 2, Massachusetts... Divisions from Coast to Coast. 
U.S.E. makes more envelopes for more people to use in more 
ways than any other manufacturer in the world. Also Paper Cups, 
Transparent Containers and Linweave Quality Papers and Envelopes, 


For More Information Circle No. 287 
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STAPLER, REMOVER 


Bates Mfg. Co., Orange, N. J., makes 
a stapler with its own staple remover. 
Called the Bates Stowaway, it takes 105 
standard staples and has a_ folding, 


chrome-plated staple remover fastened un- 
derneath the base. When staple remover 
is not being used, it is snugly tucked away, 
out of sight, underneath the base. The 
Stowaway is of all steel construction, 
finished in a soft, dawn gray with a match- 


ing gray plastic knob. It can be also used 
as a tacker or as a hand plier. Price is 
$3.45. For More Information Circle No. 
200. 


ADDRESSING MACHINE 
Addressograph-Multigraph Corp., 1200 
Babbitt Rd., Cleveland 17, Ohio, makes 
the Addressograph Class 2000 with Electric 


Selector that can make 2,100 decisions per 
minute from up to 19,500 items of infor- 
mation. In a single machine run it will 





HOT WAX SPOT CARBONIZED 


Business Forms 


|, TRANSKRIT 


If you use business forms (and who doesn't?), you must investigate the time-, 
space- and work-saving features of TRANSKRIT spot carbonized business forms! 
_ Non-smudge TRANSKRIT spot carbonizing eliminates bulk and bother of carbon- 
interleaving in multiple forms! Used for over 20 years for business forms of every 

kind: payroll checks, tax bills, bank systems, bills of lading, 


labeis etc. 


Ask your BUSINESS FORMS DEALER, PRINTER, or 
STATIONER for the big new TRANSKRIT Specimen Port- 
folio, chock-full of samples and ideas. . . it’s free! 


TRANSKRIT (pane 


NATIONWIDE SERVICE THROUGH DEALERS EXCLUSIVELY 


DEALERS: Ask for your supply of 
TRANSKRIT Specimen Portfolios 
— ready for your imprint. 


704 BROADWAY 
NEW YORK 3, N. Y. 
GR 7-6700 


CHICAGO 5, ILL. 


633 PLYMOUTH COURT 
HA 7-0247 
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STORE ’EM 


PRONTO 


FILE "EM 


PRONTO 


Free your expensive files by transferring your 
old records into low cost Prontos and use your 
expensive steel cabinets over and over again. 


20 DIFFERENT SIZES 
a size for every office record 


LETTER 

SIZE ome 
Find out why top companies everywhere use 
PRONTO STORAGE CABINETS for their old rec- 
ords. Fill in the coupon below and attach it to 
your letterhead . . . We will arrange a Pronto 
Demonstration at your convenience. 


r 
{ PRONTO FILE CORPORATION 
| 415 Madison Avenue, New York 17, N. Y 


| () Please send me your latest Pronto catalog 
(_] Have your representative call for demonstration. 
Name 
Address 


ae a 


I 
BSKSREP XK oo VE RATS 
For More Information Circle No. 392 


automatically print information embossed 
on Addressograph plates; extract up to 19 
separate statistical totals; outfile plates 
selected for special handling or removal 
from the master list; and reassemble re- 
maining records in their original filing 
order. All functions are programed inde- 
pendently of each other. Any combination 
of 55 mechanically and 135 electrically 
controlled selector positions may be used 
to qualify plates at the rate of 100 per 
minute for printing, outfiling and/or regi- 
stration on one or more of the electric 
selector’s 19 accumulators. For More In- 
formation Circle No. 214. 


PAPER CUTTER 


Michael Lith Sales Corp., 145 West 45th 
St., New York 36, N. Y., announces that 
on 1960 models of the Triumph manual 
office paper cutter, a simple operation of 
easy-to-read, easy-to-handle side guide and 
back-gauge insures professional cutting and 
trimming by male or female office per- 


sonnel. Designed especially for office du- 
plicating departments, the cutter is low in 
cost, and made in two sizes: 14” and 18”. 
It features all metal frame construction. 
A front wheel calibrator automatically 
moves the back-gauge in divisions of 1/32” 
for precision cutting down to 2”. Cutting 
thickness (in 18” model) is 344” high or 
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THE 


PHILLIPSBURG 


INSERTER 
OFFERS YOU 
A MORE 
SPECTACULAR 


PERFORMANCE 


There's a lively parallel between this nimble-footed ambidextrous musician 
and the Phillipsburg Inserter. Both are one-man operations involving a variety 
of facilities. But the versatile Phillipsburg is in a class by itself when it comes to 
multiple-efficiency, for it: gathers, stuffs, seals, meters or prints postal indicia, 
counts, stacks (ready for the Post Office)—and effects savings of up to 80% of 
the cost of hand-inserting. If your present mailings exceed 15,000 pieces per 
month, it’s high time that you stopped playing around with 

dated operations and switched to the fabulous Phillipsburg 

Inserter. The brochure “Modern Mailing through Mechaniza- 

tion” will give you the complete score, note by note, on the 

Phillipsburg Inserter. Yours on request. 


PHILLIPSBURG INSERTER 


FINER PRODUCTS THROUGH IMAGINATION 


Bell & Howell 
Phillipsburg 


14 E. JACKSON BLVD., CHICAGO 4, ILL. 
Successor to Inserting and Mailing Machine Company 


*®eeseeeaecea eee ea eseea eae see eaeeaeae@~1ese@2en eee ee 
For More Information Circle No. 299 
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over a ream of paper. The Triumph can 
cut 5000 sheets in ten minutes. For More 
Information Circle No. 176. 


TELEPHONE AMPLIFIER 
American Dynamics Corp., 1445 City 
Line Ave., Philadelphia 31, Pa., makes the 
Dyna-Phone, a _ transistorized telephone 


amplifier weighing less than 4 Ibs. Unit 
frees speaker's hands during telephone 
conversations. He can take notes, refer to 





It’s unique! It's different! It's the 
realistic, modern and economical 
way to store office records in 
units that are carry-abie. Effects 
savings of more than 75% on 


records and move about within a reason- 
able distance from the phone while con- 
tinuing with the discussion. If necessary, 
several persons grouped around a desk 
may take part in the same telephone con- 
versation. Everybody can join in. Every- 
body can hear. Unit is equipped with fine 
range volume control and engineered to 
give optimum audible frequency response 
with no magnetic feedback. Dyna-Phone 
is housed in a handsome, beige, high-im- 
pact Styron casing. Unit is battery-pow- 
ered with average battery life being one 
year. A step-saver for secretaries, Dyna- 
Phone is guaranteed for one year. Price is 
$69.50. For More Information Circle No. 
179, 


STAPLER 


Bankers & Merchants, Inc., 4410 N. Rav- 
enswood Ave., Chicago 40, IIl., offers the 
Bami combination hand and desk stapler. 
When mounted inside the Bami plier attach- 
ment, it provides a hand stapler and stap- 
ling plier. It becomes a desk stapler when 


equipment costs and 300% on 
space costs. MIRACLE FILES are 
regarded as a MUST by modern 
management. Investigate today 
how they can curb rising costs. 


MA Tope In Economy! 


THIS 
COUPON 
WILL BRING 
YOU THE 
ANSWERS 


NEW 


INDIVIDUAL 
FIRM 
ADDRESS 


* The PAIGE Company xé 


114 EAST 32nd ST 


Send new Brochure on MIRACLE FILE 


YORK 16, N.Y 


yh Ny---- 


TITLE 


For More Information Circle No. 389 
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TURDEX 


...it takes a good 
business case to complete 
your sales picture! 


Look what a difference STURDEX makes! 
The only business case made with the 
craftsmanship of finest leather cases 

. but at half the price. A sales-making 
case that’s always neat and business- 
like . . a durable case that outwears all 
others . . . guaranteed for 5 full years! 


SMARTEST BUSINESS GIFT YOU CAN GIVE! 


Give a gift that happily “remembers you" for a long, long 
time. Genuine STURDEX business cases have the smart appear- 
ance and craftsmanship of the finest leather cases . . . but at 
half the price! Wears so well we guarantee each case for 
5 FULL YEARS. Good stationery, luggage, and department 
stores everywhere are featuring an excellent selection of 
STURDEX brief bags, attache cases, portfolios, and ring 
binders. Special discounts for large volume orders. 


5-YEAR UNCONDITIONAL GUARANTEE 


STURDEX looks new longer. . . always ready 
for business. So wearproof, waterproof and 
weatherproof, we guarantee it for 5 full years! 


@WBeathercvafe 


World’s Largest Manufacturer of Business Cases Exclusively 
2320 So. Western Avenue e Chicago 8, Illinois 
SCOSSSEHSHSHSHESSSHSSSCEESOOSSHHOEEHSSOEESEOEEEOES 


LEATHERCRAFT, Inc., 2320 So. Western Ave., Dept. A-3, Chicago 8, Illinois 


Please send full details about STURDEX, and the name 
of my nearest dealer. 


Name 
Address — 
©1959 City. Zone State 
For More Information Circle No. 329 
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Brand new! 
PAPER TRIMMER & 
CUTTER combined 
CUTS UP TO 50 
SHEETS IN ONE 


STROKE 


6 MODELS: 
14” 22” 28"32” and 
$ 28” and 32”(foot models) 


KUTRIMMER 
ALSO CUTS cardboard, fibreboard, 
foils, rubber, fabrics, leather, lino- 
leum, felt, thin plywood, thin soft 
metal and many similar materials. 


FOR EVERY BUSINESS: 
offices, plant, shipping, schools, 
banks, photography, and homes. 
See KUTRIMMER at your local 
dealer or write to 

MICHAEL LITH Sales corp. 


147 West 45th Street. New York 36, N.Y. 


For More Information Circle No. 402 





NIPPO 
CHECK WRITER 


indelibly prints 
Just the same 
as a big 
machine 

costing up 

to $500.— 


F Type 


NIPPO MACHINE INDUSTRY CO., LTD. 
Tenjin-cho-Nishi-ku, Yokohama, Japan 











For More Information Circle No. 403 


142 


basic stapler is mounted on Bami_ base 
plate. As a hand stapler, unit is contoured 
for the hand for stapling and pinning, for 
closing bags or stapling papers where a 
flat surface is unavailable. As a desk 
stapler, it stands firmly on rubber feet and 
will staple or tack. It can be set to staple 











or pin by sliding a projection under its 
base. Sturdily constructed of heavy duty, 
lightweight metal. Attractively finished in 
blue-green enamel and bright nickel plate. 
Price is $6.95 complete with 5000 stan- 
dard staples. For More Information Circle 
No. 123. 


STENCIL DUPLICATOR 
American Office Equipment Co., 24 
East 21st St., New York 10, N. Y., an- 
nounces another model in its line of low 


priced, twin cylinder duplicators. The 
Ideal Model F features semiautomatic 
inking from a sealed cartridge assuring a 
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FREE PLANNING KIT 


Spacefinder File templates, 
scaled grid, and instructions, 
all in attractive folder, make 
filing system planning easy. 


| SPACEFINDERS 
Way FILING SYSTEM 


...has proven — in thousands of 
offices — that it can SAVE YOU 
50% or more in filing time, space 
and money. 


Welded cabinet, designed specifi- 
cally for maximum filing efficiency, 
is complete, ready to use — and 
can be moved with contents intact. 


Write to Tab Products Co., 995 
Market Street, San Francisco 3, 
California for your FREE SPACE- 
FINDER FILING SYSTEM PLAN- 
NING KIT and Catalog 9. 


Unexcelled visibility Tm '=- 
and accessibility are the secrets of 


Spacefinder filing speed and economy. pill isa alae Mla odd ae 


For More Information Circle No. 265 
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The world .. 


gu) 
of letters a 


relies on 


PRECISION TYPEWRITERS 


ees to do the joob— 
easier, faster, finer! 


Olympia precision typewriters— 
standard and portable—are 
preferred the world over for their 
quality, value and ease of operation. 
Fully-equipped with the most 
advanced and worthwhile typing 
features, an Olympia turns out the 
most exacting assignments easily 
... with crisp—uniform— 
and distinctive results. 
With over 50 years of 
manufacturing experience, every 
machine is precision-built to the 
highest standards—assuring 
quiet, consistent, trouble-free 
performance year after year. 


Fe Authorized Sales & Service 
C ty, 4 ' the World Over 


OLYMPIA DIVISION ——— / 
Inter-Continental Trading Corporation eo See 
SF Lightweight Portabl 
90 West Street * New York 6, New York Sale pia ned 
For More Information Circle No. 328 
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clean operation. Precision paper feed, 
automatic paper centering, postcard feed 
without attachments and built-in adjust- 
able metal strippers are a few of the extra 
features on Ideal duplicators. Color 
change is simplified by twin ink distribut- 
ing rollers which remain in place during 
the changeover. All paper sizes and stocks 
from postcard to 84%2"x14” are accommo- 
dated. Two other models are available: 
the Model G with manual inking, and 


suitable for rapid removal of spirit carbon 
and hectograph stains; offset ink; develop- 
ers and plate lacquers; printing, duplicat- 
ing and ballpoint pen inks; paint; grease; 


a SS coy 


nS Beaty 
pany “Se 


BAND CLEANER 
CoA ARON SO 


= 
“Tae J 


ne, cence “ 


im 
4 
KS 


; ° ° bedi tO 
Model E electrically operated with cart- i 


ridge inking. Model G machines are con- 
vertible to Model F simply by installing 
the cartridge system. This can be done in 
minutes by the operator. For More Infor- 
mation Circle No. 196. 


HANDCLEANER 
Krayer Mfg. Co., 542 Pine St., Eliza- 
beth 1, N. J., makes the improved Dandy tar and many other hard-to-remove stains. 
Double Action Handcleaner. Abrasive-free Product is guaranteed to be absolutely 
and containing lanolin, Dandy may be harmless to the hands. It will not liquify 
wiped off or washed off. It is especially in the container and is pleasantly per- 


MUROGRAPH ... 4 new concept in visual control! 


LOW-COST VERSATILE EASY-TO-USE MUROGRAPH 
CHARTING & SCHEDULING SYSTEMS SIMPLIFY YOUR 
MAINTENANCE. PRODUCTION. SALES, PERSONNEL, 
COST, INVENTORY & COMPUTER CONTROL. (AND MANY 
OTHERS!) 

THESE NEW MODULAR, STEEL WITH WHITE ENAMEL # 
FINISH BOARDS AND PRECISION MADE SUPPLIES rApivinlescsn 


BRING YOU HIGHEST VALUE AT LOW COST. 20” X 20” WITH 
SUPPLIES, ONLY, 


The VISUAL CONTROLS CO. wdewain. Connecricus 


For More Information Circle No. 374 





* 
STAR FORMS 
ARE ; ° ‘ MODERN DESIGN 


Dealer 


WIDEST RANGE OF 
STANDARD BODY FORMS 


SWIFT DEPENDABLE DELIVERY 
(10 to 14 day shipment) 
WRITE TODAY FOR OUR NEW 50 PAGE CATALOG! 


MS 


TEE £0 OR Fe Pees 


To make register 
forms more salable! 


For More Information Circle No. 375 
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CONVENIENCE P&&dd... 
with these top-quality 


Waldon Robes Grane 


TOP FLIGHT TEXTURES ... 


erase pencil, ink, ball 
business machine writing. 


TIME-SAVING "POINTING"... 


right at office workers’ desks 


point, typewriting, 


in convenient 
PAPER WRAP with 
gy PULL STRING for ecty 
pointing 


Pull the string and you 
“point” these erasers! 


The handy, pencil-size eraser 
sticks are cased in spiral-wound 
paper. Pull the 
string. Paper spiral 
Eraser is “‘pointed’’! 


wrapped-in 
unwinds, 


“NO. 448 GREEN GLOW (Soft 
green rubber). Erases pencil. Also re- 
moves surface carbon 


carbon from 


ribbon impressions 
and eee 


NO. 378 GRAYPOINT & 
(Business-like 
the final image. 
ing and business 


rubber) 
Erases ink, typewrit- 
machine writing too. 
NO. 138 BALL POINT (New formula 
green rubber) particularly developed 
to erase ball point ink and lead. 
NO. 258 INDIA INK. (Fine green 
rubber). For erasing India Ink and 
work from pencils 2H and 
harder. 


SAVE WORKERS’ TIME 
AND TEMPERS 


ORDER A SUPPLY OF 
WELDON ROBERTS 
PAPER-WRAPPED ERASERS 
FROM YOUR STATIONER! 


gray removes 


Pe 


‘Weldon RoteilS &nonen f 


opaque 


IS 


MADE 


mus 


P.S.: An excellent, inexpensive 


4 Christmas and year-round gift! 


~<a 





he 











j; WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue Newark 7, N. J. 


World’s Foremost Eraser Specialists. 


eC 





For More Information Circle No. 380 
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fumed. Dandy is also recommended for 
cleaning all office surfaces such as desk 
tops, typewriter tables, etc. It cannot 
scratch. Available in attractive 16 fl. oz. 
container. Dealerships for this low-cost 
item are available. For More Information 
Circle No. 110. 


STORAGE CABINETS 


Inca Metal Products Corp., Carrollton, 
Texas, makes all-steel storage cabinets 
for general storage, wardrobe and com- 
bination storage-wardrobe uses. Units are 
36” wide, 18” deep, 78” high; come in 
green, gray, sea green and copper tan. 


Cabinet components, of high grade steel, 
are precision sheared, formed and em- 
bossed for perfect fit. Frames are %”x 
%"x¥e" steel angle uprights with 16 gauge 
channel cross members top and bottom. 
Side panels are strengthened top, bottom 
and back by a %4” flange, with top and 
bottom panels flanged and overlapped. 
Doors are 20 gauge stretcher-levelled steel 
with full length reinforcing panels welded 
in the centers and are flanged. Hinges 
are the flush, concealed pin type. Latches 
top, center and bottom hold doors in align- 
ment. Shelves have flanged angles sides 
and back, full channelled fronts with re- 
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thanks to XEROGRAPHY... 


“Delta’s DC-8 Program Got a Real Assist.” 
C. E. WOOLMAN, President and General Manager, Delta Air Lines 


¢ 


Delta Air Lines Saves *58,000 Yearly 


REPRODUCING DC-8 Jet training and maintenance manuals ¢ projection slides 


parts lists © engineering drawings * work schedules ¢ forms ¢ standard practices 


Delta Air Lines, first in its industry to see 
the economic possibilities of xerography, 
in 1952, has added another $12,000 to 
an already impressive annual xerographic 
saving of $46,000. 

Delta’s DC-8 jet program got a real as- 
sist from the use of xerography in launch- 
ing its Royal Jer Service between New 
York and Atlanta in September and to 
Chicago-Atlanta-Miami in October, with 
even more DC-8 service this fall to Det- 
roit, Dallas, and New Orleans. Delta is 
spending 80 million dollars on its jetliner 
fleet of the famed Douglas DC-8’s and 
Convair 880’s. 

Xerography is a clean, fast, dry, electro- 
static process that copies anything written, 
printed, typed, or drawn, onto ordinary 
paper, offset paper masters, or vellum in- 


termediates for use in diazo-type machines. 
At Delta, XeroX® copying equipment 
is used mainly for the preparation of offset 
paper masters from which multiple copies 
are quickly run off on offset duplicators. 
Xerography can help you, too. 


WRITE for proof-of-performance folders. 
HAL OLD KEROR |e. 
59-227X. HALOID STREET, ROCHESTER 3, NEW YORK 


Branch Offices in Principal U. S. and Canadian cities 
OVERSEAS: RANK-XEROX LTD., LONDON 


 HALOID 
XEROX 


For More Information Circle No. 323 
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This marvelous 2-unit “Tape-Talk” machine turns out professional type- 
sets with justified margins at substantial cost savings compared with hot 
metal composition offers ideal way to handle bulletins, manuals, price 
lists, booklets, directories, catalogs, direct mail literature, house organs, 
inter-office memoranda and employee communications of many kinds. 


The Friden Justowriter produces these clear, accurate typesets on 
direct image plates for duplicating machines or in form of reproduction 
proofs for lithographic printing. Fourteen different Justowriter type faces, 
sized from 8 to 14 points, are available. 


One of the ways 


~ 


ay 





On this Justowriter Recorder (unit #1) any typist 
becomes an expert type compositor, Her usual 
typing -- without involving special positioning or 
extra time -- produces simultaneously (a) a type- 
written sheet, for visual check, and (b) punched 
paper tape with identical copy coded into the holes. 


Justowriter unit #2, the Reproducer, receives code 
tape ... “reads” it ... and automatically composes 
the original copy in clear, accurate justified- 
margin form, All kinds of copy -- straight matter, 
centered, run arounds, line leaders, tabular matter 
handled with ease at 100 words a minute. 





You have been reading a Justowriter-composed message ... note the auto- 
matically justified margins and overall pleasing appearance! Write today 


on your business letterhead for 


additional information on the justifying 
type-composing Justowriter -- one 
Tape-Talk machines now “breaking 


the most immediately functional 


new ground” in the new world for 


business created by FRIDEN, Inc., San Leandro, California, 


FRIDEN SILVER ANNIVERSARY 1934-1959 
For More Information Circle No. 291 
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turn angle. They are adjustable without 
tools on 112” centers. Steel is bonderized 
to increase paint adherence and resistance 
to rust. Enamels are applied by an electro- 
static process and baked on in gas-fired 


ovens. For More Information Circle | 


No. 162. 


COPYING-DUPLICATING TABLES 


Tiffany Stand Co., 7350 Forsyth, St. 
Louis 5, Mo., offers the Model 2500-CA 
and 2500-GL photocopier and duplicating 
machine tables. Rigid, attractive and with 
handy compartment and lower tray for 
supplies, tables have legs of 16 gauge steel 
tubing, rounded corners; top and tray of 
18 gauge sheet steel and baked-on enamel 


finish. Supplies cabinet has 9” x 15” and 
18” x 15” sections with openings 3” high. 
A lower shelf accommodates liquids and 
other supplies. The CA is 30” wide, 1812" 
deep, 30'%2” high; the GL 30” wide, 18%” 
deep, 30” high. The CA is equipped with 
casters—two with brakes; the GL with 
glides. Shipping weight of the CA is 46 
Ibs.; of the GL 45 lbs. Both models avail- 
able in silvertone gray, desert sage, sea 
green. For More Information Circle No. 
147. 
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AVOID COST AND 
DELAY OF BINDERY 
DRILLING 


CURE HAND-PUNCHING 
HEADACHES WITH A 


Sptunth 


PAPER DRILL 


A real production model— 
handles big or small jobs. Does 
clean, sharp drilling. Takes 1” 
stock. Table size 12” x 18”. 
Chip disposal. Adjustable back 
gage and 4 stops. Price includes 
one hollow drill. 12 standard 
size drills from 14 to 144”—$3.90 
each. Slitting attachment $7.50; 
slotting attachment $9.00. 


Write us for details. 


LASSCO PRODUCTS, INC. 


485 Hague St. *: Rochester 6, N. Y. 


For More Information Circle No. 359 





ONCE YOU TRY ® 
SORTKWIK 


YOU'LL NEVER BE WITHOUT IT! 


The INVISIBLE Fingertip Magic for 
SORTING, COUNTING, FILING 
UP TO 3 TIMES FASTER! 


EASY TO USE! Just rub SORTKWIK 
between fingers until dry. Hard-to- 
handle cards, new currency, smooth 
finish papers can be handled faster, 
easier. Long lasting supply... 5@¢ 
At your stationer or send $1.00 for 
TRIAL OFFER of two regutar size containers 


LEE PRODUCTS COMPANY 
Dept. 0-12, 2736 Lyndale Ave. So.. Minneapolis, Minn. 
For More Information Circle No. 390 


z IBLE 


MODEL 41C 
CARBON COPIES 
NUMBERING 
MACHINE 


Will make up to 
12 good carbon 
copies. 
WRITE FOR 
DETAILS 





EP 654321 


tacsimile lmpression 


AMERICAN NUMBERING MACHINE CO. 


ATLANTIC AND SHEPHERD AVENUES 
BROOKLYN 8, NEW YORK 
BRANCH—105 W. MADISON ST., CHICAGO 2, ILL 


For More Information Circle No. 391 
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INSULATED LEDGER FILE 


Ever-Safe Co., Div., Schwab Safe Co.. 
Lafayette, Ind., makes a portable ledger 


| file for convenient point-of-use fire pro- 
tection of valuable records. It is of con- 


venient operating height, easily rolled 
alongside posting machine or any other 
desired location. Large posting tray 


drawer has finger tip operation on ten 
roller bearing full suspension. The second 
drawer offers convenient storage space for 
records and supplies. Records are always 
protected from fire and theft, and never 
need leave the file. Equipped with Yale 
pin tumbler key lock. Combination lock 
For More Information Circle 
No. 105. 


TYPE COMPOSING MACHINE 

StripPrinter, Inc., 511 N. W. Third St., 
Oklahoma City, Okla., makes a_photo- 
composing machine that is simply con- 
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MAC 


Job-Realy BUSINESS PAPERS 


Like modern structures designed for a fast moving world, Mackinac 
Job-Ready Business Papers are designed for fast, efficient produc- 
tion on modern printing and duplicating equipment operating at 
high speeds. 


Mackinac Job-Ready Business Papers are manufactured from 100% 
bleached chemical wood pulp and tub sized to insure quality and 
uniformity. Each grade is especially prepared for the process for 
MAC KI NAC which it is designed, with a surface prepared for excellent ink 
/ ® reception. Precision cut at the mill to sizes 842” x 11” and 842” x 14”; 
JOB-READY available in white and six bright colors. 
a peeetiees Serid for free SAMPLE BOOKS showing White 
and a full range of colors in each grade. 
@ MACKINAC BOND 


@ MACKINAC DUPLICATOR Sold exclusively through Paper Merchants 
@ MACKINAC MANIFOLD 

@ MACKINAC MIMEO FLETCHER PAPER COMPANY 
@ MACKINAC OFFSET ' ~~. a 


@ MACKINAC OPAQUE General Sales Offices: 20 N. WACKER, CHICAGO 6, ILLINOIS 


Mill at ALPENA, MICHIGAN 
For More Information Circle No. 288 
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It used to play music...now it writes your letters! 


Auto-typist record ‘“memory” roll operates 
the typewriter to write personalized 
letters... by automation! 


Remember the player piano and its perfor- 
ated roll that played the notes? Similarly, 
Auto-typist’s paper record “memory” roll 
operates the typewriter key s to write your 
letters ... 

One typist can produce 100-125 letters 


automatically and accurately! 


a day with Auto-typist — 3 to 4 times man- 
ual typing output. And, it’s so simple 
. . . precomposed numbered letters or 
paragraphs are perforated on the roll, 


For More Information Circle No. 295 


which holds up to 250. lines. Letters or 
paragraphs are numbered to correspond 
to push-buttons, then Auto-typist automa- 
tically picks them out and types them per- 
fectly! Manual insertions can be made at 
any time. Auto-typist eliminates routine 
typing and dictation and will cut your 
correspondence costs. 







Write for free copy of the new 
booklet “60 Best Business Letters” 


that covers all types of business. 


AMERICAN AUTOMATIC TYPEWRITER CO., 2323 N. PULASKI RD., CHICAGO 39, ILL. e MANUFACTURERS OF 
AUTO-TYPIST, COPY-TYPIST AND CABLE-TYPIST 


structed without motors or gears and sold 
with a three-year maintenance-free guaran- 
tee. Named the StripPrinter, it requires 
no darkroom, is small, lightweight and 
suitable for oftice use. Type sizes range 
from 14 to 96-pt. with more than 500 
styles and sizes of type and handlettering 
available. Lines may be produced on film 
or paper, positive or reverse. Machine 
comes with 10 fonts of type selected by cus- 
tomer, paper, screen filters, developing 
solutions, instructions and guarantee for 
$250. For additional information, speci- 
mens and catalog showing type styles, 
Circle No. 174. 


REINFORCED EDGE-PUNCHED 
CARD 


Vue-Fax Div., Logan Business Products, 
Inc., Westbury, N. Y., has developed aa 
inexpensive method of protecting feed 
hole punching in edge punched cards by 
reinforcing the card with Mylar. Entire 
length of card, 1” in width, is reinforced 
with a 2 pt. thickness of the transparent 
plastic, covering entire area of the card 





where punching is done. Reinforced cards 
insure accuracy, prevent elongation of 
feed holes, and provide for long wear. 
Reinforcing only that section of the card 
used for programing provides these 
benefits at far less cost than providing an 
entire Mylar card. Available in sizes up 
to 20” in length. For More Information 
Circle No. 198. 
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self-adhesive 


file-folder 
labels 


~*~ (2 — Keep the boss 
iG yi~ smiling 
a at your filing 


“Secretaries wiles 
Come in many shapes and forms and styles — 
Not the least of which I'll bet 
Is earning praise that’s hard to get — 
By stashing papers neatly in the files.” 


Avery sclf-adhesive File Folder Labels give 
quick, positive identification —.and they're 
easy and fast to apply. No moistening 
needed! No messy mucilage to lick. Just a 
touch and on they go... quickly, neatly, 
firmly. You'll save time, save money with 
Avery File Folder Labels — and how you will 
be appreciated by the boss! Ask for Avery 
File Folder Labels at your 
stationers 


Available ina 
bouquet of ten 
fresh colors, 
plus white—for 
bright, efficient 
color coding 
in sheets of 8 
labels each with 
guide lines for 
uniform typing 
and the last 
label won't slip 
in the typewriter 
because of the 
extended backing Rissiiauigam 
sheet! Company__ 





AVERY LABEL COMPANY, Div.178 , 
117 Liberty St., New York 6 © 608 S. Dearborn St., 

Chicago 5 © 1616 S. California Ave., Monrovia, ' 
California © Offices in Other Principal Cities. | 


Please send me samples of Avery file folder Labels. 


Address__ 
Write for your 
FREE samples today! 





For More Information Circle No. 376 
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Duplisette 


the READY-MADE second 
sheet and carbon set 
CLEANEST - FASTEST - MOST 
ECONOMICAL method to 


—— obtain carbon copies! i 


Available (letter size) — white and 5 colors 





ONE-WAY 
SPEED 
i MESSAGE 


2-part 
TWO-WAY 
SPEED 
REPLY 


Carbon-interleaved 
3-part 


TIME and EXPENSE-SAVING 
substitutes for needless, costly letter Hs 
writing! Expedites instructions and 
compels immediate replies. Can be : 
imprinted at nominal cost. 





Carbon-interleaved 3 or 4-part sets. 
Inexpensive, basic business forms at 
less than custom-made prices! Recom- 
mended for modest quantity users. 
Can be imprinted at nominal cost. 


STOCK FORM TRAYS 


Neat - efficient 

lightweight holders 

for forms — with 

drawer for copies. 

Model CT-87 (2- 

compartment) only ; 

$4.50! Other models and sizes up to 
$7.40 — A MUST for the efficient desk! 


° 
FREE SAMPLES of all forms and catalog i 
showing complete line on request 


CARTERET PRINTING COMPANY 
Manufacturers of Business Forms 
480 CANAL STREET * NEW YORK 13,N. Y. 
WOrth 6-1454 





For More Information Circle No. 422 
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CONTROL PANEL GUARDS 
Campbell Products, Box 45, Oakford, 


| Pa., offers Control Panel Guards to pro- 


tect temporary wiring on 402-403 control 
panels. They are constructed of high im- 
pact plastic in a standard and a deluxe 


model. The deluxe model features two 
alteration switches for additional flexi- 
bility. Easily installed and affords instant 
access to the wiring. For More Informa- 
tion Circle No. 208. 


PHOTOCOPIER REPLENISHER 

Photorapid Corp., Dept. O-5, 236 Fifth 
Ave., New York 1, N. Y., introduces its 
Magi-Feed automatic replenisher for its 
Electra Photocopier. A plastic container 


with no moving parts, the Magi-Feed 
makes it possible to obtain clear photo- 
copies of highest quality three times as 
long before refills are mecessary. For 
More Information Circle No. 456. 
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from 

any angle 
your 
best buy 


COLE 


sr 8 ee 


Professional writers choose 
Cole above all other 
portables, because only 
Cole has all the important 
features they demand ina 
typewriter... Mist Green, 
Desert Sand or Cole Gray. 
Complete with matching 
carrying case... 

only $94.50 plus tax. 


COLE STEEL OFFICE MACHINES, INC. e Affiliate of Cole Steel Equipment Co., Inc. e 415 Madison Avenue « New York 17, N. Y, 
For More Information Circle No. 332 





Take a copy from microfilm in seconds 


... with THERMO-FAX “Filmac” Reader-Printers 


Now micro-records are as practical and easy to use as original documents! 
With the THERMO-FAX ‘‘Filmac 100”’ Reader-Printer—the machine that’s 
both a superior reader and an amazing printer—you get a work-size error- 
free copy from microfilm in seconds. You eliminate costly, time-consuming 
transcribing sessions and possible errors. 

And, large prints up to 18” x 24” can be made by the new THERMO- 
FAX ‘“Filmac 200” Reader-Printer. Both machines are priced realistically, 
making them easily available to businesses of any size. 

To learn how THERMO-FAX “‘Filmac’”’ Reader-Printers can bring life 
to your microfilm files call your local dealer. Or simply mail the coupon. 


** finnesora Jffinine ano )fanuracturinc company -::- 
- WHERE RESEARCH IS THE KEY TO TOMORROW 


MINNESOTA MINING AND MANUFACTURING COMPANY 
) Thermo-Fax Dept.F BC-129, St. Paul 6, Minnesota 


RE ADER-PRINTE R 


Pa Name 
M 
Ss 


rn 7 od 
asin Address 


THE TERM “THE 
A REG 


Zone State 


For More Information Circle No. 349 
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RELIEF MAP 


John H. Andrews & Co., 1676 North 
Magnolia, El Cajon, Calif., makes a 38” 
x 45” raised relief plastic map of the U. S. 
and Mexico for the same price as con- 


ventional framed flat maps. This colorful 
map with its elevated mountains, uplifted 
shore lines, and indented rivers permits 
topographic features to be felt as well as 


seen. Designed to be useful and attractive 
even when viewed from a distance, bold 
lettering is printed over a _seven-color 
background providing detailed elevation 
information. Colors were carefully selected 
to harmonize with any interior. With this 
map, anyone can better understand the 
effect of mountainous areas upon drainage, 
weather, farming and location of cities. 
Price is $25.50 including wood frame, tax 
and shipping. For More Information Circle 
No. 243. 


ADDING MACHINES 


R. C. Allen Business Machines, Inc., 
680 Front Ave., N.W., Grand Rapids, 
Mich., is marketing the Add-O-Matic com- 
plete line of portable, full keyboard add- 
ing machines. Consisting of models 605, 
606, 606E, 707 and 707E, the line offers 
unusually large print. Model 605 is a 
handle operated portable with 5-column 
listing and 6-column totalling. Model 606 
(illustrated), also hand operated, offers 6- 
column listing and 6-column total. Each 
prints subtract items in red, has visible dials 


| Acpress-R 





METAL PLATE ADDRESSING MACHINE 


MODEL 600 


Uses standard Speedaumat plates that 
change automatically. Consecutive, re- 
peat, skip action. Prints thru a ribbon 
that winds and reverses automatically. 
Simulates typing with choice of black or 
colors. New plates are quickly obtain- 
able thru A-dress-R 48 hour mail order 
service or from dealers in principal cities. 
Takes any size piece up to 14” x 17”. 
Feed and disposal hopper capacity 150 
plates. Adjustable guides provide de- 
pendable registration. Speed up to 1300 
IPH. Makes carbon copies. Made with 
extra heavy construction—cast iron base. 
Weight 30 Ibs. Guaranteed for one year. 
Other models available. 


Write for Circular “A” 


NETTLE MANUFACTURING CO. 
27 Huntington Ave., Boston 16, Mass. 


For More Information Circle No. 364 
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IN QUALITY 
HRS] IN PERFORMANCE 
ATLAS 
VERTICAL FILING SYSTEMS 


FAST 
EFFICIENT 
ECONOMICAL 
SAFE 


FOR 
NEGATIVES e OFFSET PLATES 
STENCILS e SKETCHES © ARTWORK 
MASTERS ¢ X-RAYS 

ATLAS HANGERS AND CABINETS 

Only Atlas manufactures a complete 

line of cabinets and hangers in 1142”, 

14”, 18”, 22”, and 24” widths. 

DNP Hangers (illustrated)—-for offset 
plates and negatives 

SH Hangers—for serrated edge offset 
plates 

PH Hangers—for pinhole edge offset 
plates 

PSC Hangers—for straight edge plates, 
negatives, stencils 

DSH Hangers—for standard stencils 

DGR Hangers—for foreign heading 
stencils 

File-Grip (TM) Hangers—for large off- 
set plates, blueprints, maps, etc. 


Write For Complete Literature 


fs) 


ATLAS STENCIL FILES CORP. 
16716 Westfield Avenue, Cleveland 10, Ohio 














For More Information Circle No. 404 
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and automatic clear signal. Model 606E, 
an electric portable with 6-column totalling 
capacity, offers automatic total, automatic 
clear signal, visible dials, motorized sub- 
tract and subtotal keys, and motorized 
multiply key. Model 707, handle operated 
and with all features of the other models, 


has a 7-column listing and totalling capa- 
city. Model 707E, an electric portable with 
the same features as the 606E, provides 7- 
column listing and totalling capacities. 
Compact, with a modern design that blends 
with the decor of any office, Add-O-Matics 
are economically priced. For More In- 
formation Circle No. 215. 


PAPER CUTTER 


Douglas Homs Co., 326 Jackson St., 
San Francisco 11, Calif., offers its Model 
14 table-top guillotine paper cutter for 
use in Offices. It has a pull-out safety de- 
vice, heavy duty paper press, full length 
side guide, full width adjustable back guide, 
ruled table and two ruled metal inserts for 
quickly inserting paper to desired length 
for cutting. Model 14 has a capacity of | 
approximately 300 sheets in widths up to 
14%2” and retails for $139.50. Cutter is 
durably constructed for years of trouble- 
free operation with all components made 
of cast iron or steel. Platform is hardwood 
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NEW ACME VISIBLE ROTARY CUTS 
RECORD HANDLING TIME IN HALF! 


A touch of a button spins data to user at electronic speed ! 


Ma 
. # 


~ | 
Look at any point in your operation 
where record or data files are used. Re visisce 


You’re apt to see workers spending a sag 

third to half their time shuttling between » ort hen yetlotgg ere 

désks and cabinets, reaching, stooping, ACME VISIBLE RECORDS, Ine. 

drawer pulling. New Acme Rotaries end | 2212 West Allview Drive, Crozet, Virginia 
this waste-motion completely! At desks Dienes cand tee seteeh dn te “Dacchisien ‘te 
around a smartly modern Rotary, 1, 6, | Record, Mandline”-- showing many topes and 
12 users or more have instant access to 

as many as 250,000 records. A new, free a ee 
“Report” shows how this revolutionary diana 
advance can save you time, money, and 
up to 50% in floor space. For your FREE 
COPY, SEND THIS COUPON TODAY. 


For More Information Circle No. 296 
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ADDRESS___ 


a 





COAT & HAT RACK! | 


Mirror-like Chrome | | and cutting blade is hardened and ground 
| | tool steel. Complete cutter weighs 56 Ibs. 
and can be moved to different locations 
or stored when not in use. A stand is not 


required since it can be operated on a 


36” Double 
y Shelf $16.45 
Single-Double-Triple Shelves 
Wall & Floor Models 2’ to 6’ 
Immediate Delivery F.0.B. 


BEVCO-Precision Mfg. Co. $i, chicane Ave. 
For More Information Circle No. 396 


SECURITY BRAND 


Complete Line of 
DELUXE ALL LEATHER 
or CANVAS & LEATHER table or desk. All metal components are 


Write for Circular finished in office gray enamel or heavy 

and Prices nickel plating. Individually packed in a 
reinforced corrugated container. For More 
Information Circle No. 177. 


For More Information Circle No. 397 ADDRESSING MACHINE 


== ==S TR EAM [ | NE Nettle Mfg. Co., 27 Huntington Ave., 
Boston 16, Mass., is introducing its high 
YOUR BUSINESS FORM SETUP speed A-Dress-R Model 600 metal plate 


*Registered 


Rogersnap Business Forms 
and Second Sheets in the 
fast ‘*Flip-Out Dispenser 
Box save time and money 
and increase efficiency in 
any office operation. Write 
for the Comparative Cost 
Analysis. 


e OGERSNA 


MARK 





Dept. OS P. 0. BOX 10425 - DALLAS, TEXAS 


MODEL 600 





wanuscnirt COVERS a = " WA 4 I f D 





LETTERHEAD 16 
L FOR FREE Paegr es addressing machine. It has a capacity of 


DEWBERRY Aeyie CO. 150 Speedaumat plates in both feed and 


807 SO. 20th ST., BIRMINGHAM 5,ALABAMA disposal hoppers and is intended for use 
For More Information Circle No. 399 
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Only 


«ete 


fully transistorized PORTABLE 
ti dictation machine with 


All controls 
in your hand 


L COMBINATION 
=e 


MICROPHONE-SPEAKER 


Nes 
. \ 
Dn “ne PLAYBACK 


@ DICTATE-LOCK 


s 
~--—e INPUT VOLUME 


@ OUTPUT VOLUME 


om tometer 


oronet 


Microphone Control. ALL operating controls are 
in the full hand-size mike. Makes dictation as 
easy as talking. 

Perfect Dictation Every Time. No confusing 
corrections. Just dictate new phrasing over 
old—perfect dictation always! 


Send this coupon 


FOR DESCRIPTIVE 
LITERATURE! 


omptometer 
rporation 


. Better Products 
to Better Business 


C1] Send me 
Coronet literature 


(-] | would like to 
see the Coronet 


@ ELECTRIC REVERSE 


NOW DICTATE 
WHEREVER 
YOU ARE! 


INDOORS OR OUT... 
WHILE TRAVELING 
OR AT HOME 


Book-sized transistorized 
Comptometer CORONET has 
permanent printed circuits 
and built-in erase bar. 
Tucks into briefcase, car 
glove compartment, 

desk drawer... goes 

where you go. 


LIMITLESS-LIFE DICTATION BELT 
PAYS FOR YOUR CORONET 


Uses same Erase-O-Matic non-slip belt as Stand- 
ard Desk Machine. Belt can be reused thousands 
of times. No recurring costs as with ordinary 
belts, discs, cylinders—a saving that pays for 
your Coronet. Belt is easy to insert and remove. 
Operates on’6 small mercury batteries, available 
anywhere, or on A.C. with tiny power pack. 
Scaled down in all but performance, here’s big 
machine service and big new advancements, 
wherever you may be —complete portability! 


Name 
Firm 


Street " 


City iaciiemani 


For More Information Circle No. 290 
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AT THE SNAP OF YOUR FINGERS ! 
‘Sy PY 


NEW patented 

—y 7 (M)cRoPoINT REFILL 
Ay 

>, 


FITS ALL 
Sa af BALL PENS 


ooo” 
fits Paper Mate, Scripto, Sheaffer, Waterman, 


Wearever, Micropoint, plus 183 other popular makes 
@ Instant starting 


@ Smear proof 


e Leak proof 


ser Frea an iting 


One refill fits most pens 
parented — HERE’S ALL YOU DO: 
1, Simply 

* Remove old refill and spring 
>. THEN 

Measure old refill 
against new Micropoint 


refill to locate proper 
“break-off" groove 


NOW 
* Slide both sleeves to 


meet at proper groove 
and break. 


THEN 


| parcroromny | 


* Discard both sleeves and install Micropoint 
refill, using Micropoint spring 


© Assorted ink colors 


@ Medium and Fine Points 
© Instant starting © Smear proof 


ppp nny 01 VEN S 


@ Leak proof 


ONLY crS 


Your choice of popular ink colors and point sizes 
NMICROPOINT, INC. sunnvvate, catir. 


CREATOR OF ADVANCED WRITING INSTRUMENTS 


£ED 
oon GUAR ant 


side for instructions 


—t ppp 


IN CANADA: Ben Sanders Co., Ltd., Toronto 1, Ont. (Prices Slightly Higher In Canada) 
For More Information Circle No. 273 
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where long mailing lists are to be used. 
To load machine, a tray holding 150 
plates is inserted in the feed hopper. As 
the plates are used they are ejected into 
the disposal hopper and held in place by 
a movable magnetic bar. When all plates 
have been used, empty tray is removed 
from feed hopper, its flanges are threaded 
through the notches of used plates which 
are then removed and replaced in storage 
cabinet in original sequence. At no time 
throughout operation do the hands come 
in contact with plates. For More Informa- 
tion Circle No. 120. 


PHOTOCOPIER 


Nord Photocopy & Business Equipment 
Corp., 300 Denton Ave., New Hyde Park, 
N. Y., makes the Nord Model 99 copying 
machine with Auto-Flow which eliminates 
mixing chemicals and handling liquids. 
Auto-Flow offers dry handling without 
sacrificing the ability to copy every ink 
and color. A throw-away light-tight, air- 


tight, cartridge takes the filling, spilling 
and mixing out of the operation. Entire 
operation is electromechanically con- 
trolled within circuitry of the machine, 
eliminating operator error and_ waste. 
Model 99 copies directly from books, as 
well as from single pages, on crisp white 
paper as well as 15 different kinds of spe- 
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RITE-LINE copyrnoiper 


e TAKES COPY UP TO 20" 

© PROMOTES ACCURACY «HOLDS NOTEBDOK 

e INCREASES PRODUCTION «FITS IN DESK DRAWER 
e LINE MAGNIFIER EXTRA 





e SAVES EYESTRAIN 


| Send for FREE Booklet describing RITE-LINE COPYHOLDER 
| RITE-LINE CORPORATION 


9 39th St. N W., Washington 16, D C 


42 


For More Information Circle No. 400 





DO YOU WORK ALL DAY 


You at last a new modern, low priced 


electric foot warmer that will keep you 
healthy, happy and comfortable. 


HELP PREVENT 


COLDS WITH... faded Oday Bleed) ka hd 


Check stand cashiers, secretaries, assembly line workers, 
housewives, office workers, theotre cashiers, machine 
operators, telephone operators, and many others through 
out the country are now singing the praises of the Electro 
Mat. There is no further need to work al! day with cold feet 
Safe and Economical 

INTERSTATE RUBBER PRODUCTS CORP 

908 Avila $ 


Leos Angeles 12, California 
Detroit 28, Michigan 


Size 14% x21" 
lightweight , portable 


Consumes less 
an 108 Mi s Re 
power thon o 100 heesadlaneacem 


ight bulb Please send me 


Mail your check | IMPORTANT SAVING 
or money order | * 6 of more ordered. price is only $6 95 eo 
for ONLY ©.D. Enclose $1.00 deposit with orde 


wor Electro Mats at $7.95 each 


tedey | & hese 

| Nome 
Address___ 
City, — 


Dept. 93 


State 





PLEASE PRINT CLEARLY 








For More Information Circle No. 401 
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now! 
a storage file with 


POSTS... 


Perma-Snap-Bindr works like a Post 
Binder. Save money, time & space 


Today’s high cost of post and transfer binders 
for inactive and semi-active business records, 
and storage problems has created a demand 
for economical yet suitable storage units . . . 
The answer is Perma Snap Bindrs, the only new 
and functional storage binder on the market 
today. Perma Snap Bindrs are manufactured of 
rugged, long-lasting perma kraft corrugated 
fiber board. 

Manufactured in 25 popular sizes for con- 
venient transferring of invoices, register forms, 
bill of ladings, check vouchers, order forms, 
purchase orders, pre- 
scription blanks, deposit 
slips, ledger sheets, 
columnar and journal 
sheets and most office 
forms. Write for name of 
nearest dealer. 


sNAp Patent Pending 


Pema'Binds 
WORKS LIKE A BINDER 
SAVES TIME, MONEY AND SPACE 
OFFICE EQUIPMENT 
MANUFACTURING CO., INC. 
2212 SUMMER ST. DALLAS, TEXAS 
For More Information Circle No. 366 
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cial application papers including colored 
stocks and acetates. It will also copy 
photographs, blueprints and photocopies; 
is priced at $199. For More Information 
Circle No. 247. 


STENCIL DUPLICATING INK 


Milo Harding Co., 58-9 Tempo Bldg., 
Monterey Park, Calif., announces that 
users of its Tempo Jetdry 2300 Paste Ink 
can duplicate on bonds, other smooth pa- 
pers and postcards without slipsheeting 


or ink smudges on the back of copies. 


i 


ise in closed single cylinder dupli- 
this instant drying paste ink pro- 
id lean operation, perfect characters 
ind smart copy. Users of this exclusive- 
ivrmula ink are said to report more copies 
per pound, less ink reloading and faster 


| production of better copy because of no 


slipsheeting. Convenient, throw-away 1-lb. 
tubes eliminate contact with ink from 
package to ps per. For a folder on Jetdry, 
“That TF Look,” Circle No. 244. 


OFFSET FILM 


Vero-Doi -ilm & Chemical Corp., 145 
West 45th Si., New York 36, N.Y., intro- 
duces Typon, a special plasticized - base 
litho film for quality halftone and line 
work. Due to its extremely dense back- 
ground, over 60% opaquing time is said 
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... for typewriter dealers inter- 
ested in increasing their potential 


... profitwise ...for dealers who 





learn how easy it is to sell the 
R.C, Allen VisOmatic Typewriter 
— the line with the biggest profit 
offered by any domestic or foreign 


manufacturer. 


= B.C.Allen 
~~ Business Machines, Inc. 


680 FRONT AVENUE, N. W. @ GRAND RAPIDS, MICHIGAN 


Adding Machines ¢ Bookkeeping Machines « Cash Registers « Typewriters « 
Sates and Files ¢ Carbon Paper and Ribbons © Precision Aircraft Instruments 





tected R. C. Allen franct 


NAME 











ADDRESS 


CITY 


For More Information Circle No. 264 
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to be eliminated, and it has one of the 
fastest orthochromatic emulsions. Typon 
lies flat and can be used with all standard 


an 


litho developers and fixers. It has been 
thoroughly product-tested and is said to 
offer a savings in price. For More Informa- 
tion Circle No. 171. 


WRITING SETS 


Scotty Engineering Co., 8 Minna St., 
San Francisco 5, Calif., has added’ a com- 
plete line of desk sets to its line of ball- 


point pens. Packaged in an attractive gift 
box, the desk set’s base has a very low 
silhouette. Base gets sufficient weight 
from a cast iron piece attractively covered 
in welded vinyl. Bases and pens are avail- 
able in a wide choice of colors and com- 
binations. Swivel funnel is gold with a 
flared top and arranged to prevent pen 
from sticking. Vinyl covered bases lend 


themselves readily to gold or silver stamp- 
ing and the low cost of the sets makes 
them ideal as an inexpensive and useful 
customer remembrance item. Single set 
Model D-1 lists for $2.50. Model D-2 
double set lists for $3.50. Scotty sets are 
also available in genuine leather at $3.95. 
For More Information Circle No. 173. 





NEW INDIVIDUAL LEVER ACTION!| 





ELECTRIC NUMBERING, CODING MACHINE 


AUTOMATIC MODELS 
ALSO AVAILABLE 








Adjusts automatically to go thru 16 carbons 
Available in 6 to 10 wheel capacity 

Each wheel controlled by its own lever—simply 
press lever to change number 

Positive inking—consistently even impressions 
Convenient view plate to read number being 
printed 

Excellent operation on Ditto or multicopy paper 


10 day free trial 





Carbon forms 
Insurance 
papers 
Identification 
codes 

plus many 
more 





434 S. WABASH AVENUE « 





PRYOR MARKING PRODUCTS 
CHICAGO 5, ILL. 








For More Information Circle No. 378 
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Look what 
happened to 
office 


paperwork! 





Bruning’s amazing new Copyflex 105 copying machine costs no more than a typewriter, 
saves hundreds to thousands of dollars annually by slashing clerical time and work in 
major business operations, by reducing time and costs for general office copying. 

With Copyflex 105, you type or write information only once on one original form sheet. 
From original, you make sharp, clear Copyflex copies—in seconds—at the low cost of 1%¢ 
each for materials for letter size. Information can be added, changed, or blocked-out on the 
original, at any time, and Copyflex copies again made of the up-to-date or revised original. 
No retyping of information. No proofreading. 

You owe it to yourself and your firm to investigate the remarkable Copyflex 105, priced 
at only $295, by mailing the coupon below, 





Charles Bruning Company, Inc., Dept 12-K 
1800 Central Road, Mount Prospect, Ill. 
Offices in Principal U.S. Cities 
In Canada: 103 Church St., Toronto 1, Ont 
Please send me more information 


about your new Copyflex 105. 


® 
Low-Cost Diazo Copying at its Best! (% Nome Title 
Company a 


Address__ 








en County. 





For More Information Circle No. 346 
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olivetti 


F 


The high-speed, easy-to-operate Olivetti 
Divisumma 24, the calculator with a mem- 
ory, provides printed proof of all operations. 
By automatically retaining intermediate 
results (including quotients), it eliminates 
manual re-entries and reduces errors. There’s 
an Olivetti branch or dealer near you. 
Olivetti Corporation of America, 375 Park 
Avenue, New York 22, New York. 


Mriceetis 


For More Information Circle No. 266 





COLORED PHOTOCOPY PAPER 


Eastman Kodak Co., 343 State St., 
Rochester 4, N. Y., offers Verifax Copy 
Paper C in seven colors to enable users 
of color-coded distribution systems to take 
advantage of the speed, economy and ac- 
curacy offered by its Verifax Copier. 
Toned to match regular stationery hues, 
colors are salmon, green, canary, blue, 
buff, pink and goldenrod. Previously avail- 
able in white only, Copy Paper C, when 


preprinted and collated, serves the same 
purpose as commonly used multicarbon 





system of making several copies of the | 


same form on different colors of paper. 
Using the Verifax system, such forms can 
be produced faster, less expensively, with 
photographic accuracy that insures against 


| 
| 


error. Copy Paper C, available in letter- | 


size only, comes in packages of 500 sheets, 


five packages to a carton, at $3.95 a pack- | 


age, the same price as white copy paper. 
For More Information Circle No. 189. 


DUPLICATING MASTER CLEANER 


Skiptone Div., Sherfy’s Ltd., 444 Town- 
send St., San Francisco 7, Calif., has de- 
veloped Skiptone for removing smudges 
and undesirable background tone from 
Xerox and other duplicating masters. This 
chemically impregnated PVA foam _ pad 
will quickly remove unwanted paste-up 
images, smudges, fingerprints and unsightly 
background tone. Pad leaves no powder 
or abrasive residue to cause undue wear of 
machine gears or rollers. It is simple to 
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She’d sooner let her boss 
see her hair in 
curlers than be 


guilty of S ~ 


oe 


that’s why she uses 
A.W. FABER 


GRASER STIK 


The original grey eraser point 
—always best for erasing. 














If you look untidy you are telling 
your Boss that you don’t care 
what he thinks of your appear- 
ance. It’s the same with letters. 
SLOPPY STRIKEOVERS are out- 
of-date. Get rid of bulky erasers. 
Pick up that white-polished 
pencil-shaped beauty— 
A.W.FABER ERASERSTIK. It gives 
you the point you need to erase 

a letter without smearing the 
whole word. With ERASERSTIK 
you erase without a trace. 

Do what most better-paid 
executive Secretaries do. 

Use ERASERSTIK. 


Which point do you prefer? 


Slender, Medium or 
Blunt The choice 
is yours. EraserStiks 
7099 and 7099B can 
b2 easily pointed with 
a mechanical or 

hand sharpener to suit 
your taste, 


ERASERSTIK. 


A.W FABER-CASTELL Pencil Co., 
Nework 3, N. J 








DT IK CAU SERVICED U.s.4.7099 


Inc 


A 


For More Information Circle No. 365 
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use, requiring no special skill. Packaged 20 
pads to a polyethylene bag, Skiptone is 
pre-moistened and ready for immediate 
use. One pad can be used repeatedly and 


a single pad will clean up to 100 or more 
masters efficiently. This eliminates costly 
plate re-makes, effecting savings of as 
large as 50%. For a sample, Circle No. 
178. 


STORAGE BINDERS 
Office Equipment Mfg. Co., 2212 Sum- 
mer St., Dallas, Texas, introduces the 
Perma-Snap-Bindr made of durable Perma 


Kraft corrugated 
Sheets from 3%” 
with post spacing 


board in 25 sizes for 
By" - @ 12" =: a7” 


from 2%” to 8%”. 





OO0000U00 
© STEVENSON & SMITH, INC. O 


LEADING MANUFACTURERS ‘ 

OF 
0 
O 
O, 27 _gSPECIALTY, 


_— 


; i 
By / 
sea 


OOMGHT-Part Business Forms ~.O 
Re-~~LE || 


Stevenson & Smith,” leading business 
© forms manufactirers.and business sys= 
O tems creators, are representedjmcoas: 

to coast, by outstanding Business Form 
O dealers and systems analysts. 


O Write for name of your nearest 
representative, 


O 
O 


STEVENSON & SMITH, INC. 


Lackawanna Place 


BLOOMFIELD, NEW JERSEY 


For More Information Circle No. 382 
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Stat RIGHT in ‘60 


and Save 
Income Tax 
Troubles 


BEACH'S 
best provide 
records. So 
easy to use, 


sturdy, and 
COMPLETE 





LEADER 


in Sales 








Stationers, or 


BEACH PUBLISHING COMPANY 
19829 W. MeNichols Rd., Detroit 19, Mich. 





For More Information Circle No. 383 
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Special sizes are available on request. 


Perma Binders are used for transferring | 
invoices, register forms, bills of lading, | 
purchase | 
orders, prescription blanks, deposit slips, | 
ledger sheets and other forms and records. | 


check vouchers, order forms, 


Prices range from $1.20 each in dozen 
lots to $1.95 for largest sizes. Larger 
quantities are even more 


Binders are packed knocked-down 


economical. | 
in | 


} 


SPACIOUS 


40x60 
LIGHT TABLE 


sturdy shipping cartons, 12 to the carton | 
and fully guaranteed by the manufactur- | 


er. For literature, Circle No. 212. 


OFFSET PAPERS 


Brown Co., Box 131-NO, Boston 
Mass., offers a Nibroc offset paper sam- 
pler. The booklet contains sample pages 
of both regular and vellum finish. The 
high brightness, handling and printing 


qualities of Nibroc offset papers meet 
today’s demands of high-speed presswork. 
Nibroc offset papers are manufactured in 
50, 60, 70, 80, 100 and 120 lb. standard 
basis weights. For sampler and informa- 
tion, Circle No. 114. 
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14, | 


KING 
SIZE 


KING SIZE... for those bigger 
opaquing, stripping, layout and finish- 
ing jobs! No eye fatigue! Ceramic 
glass areas softly illuminated with 
fluorescent cool lights. Ample storage 
space in 36" high all-metal cabinet 
with silver hammerloid baked enamel 
finish. Machined steel straight edges. 
For more facts, Bulletin 


A2170 TODAY! 


<B> company, inc. 
4110 W. Grand Ave. 
Chicago 51, Illinois 
EASTERN SALES AND SERVICE 
215 Park Ave. South, New York, N. Y. 


For More Information Circle No. 405 
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WHY USE TWO §- 
WHEN ONE 


Why use separate adding and calculating machines when now, you can do 
all your addition, subtraction and multiplication on one? 


It's the all-new PLUS-O-MATIC Duplex Electric Adding Calculator, with 
“The Magic Multiplier,“* the one calculator for 95% of all office figure 


work. 





*The Magic Multiplier 

is an Exclusive feature 

of the new PLUS-O-MATIC 
loTt) >) (-> 8 di-tagate 

Adding Calculator. 


Faster because it eliminates thousands of key depressions. 

More Accurate because all work-results are constantly in view 

Easy to Operate because it’s so simple. Anyone can use Plus-O-Matic. 

Ask for a demonstration. You'll agree that PLUS-O-MATIC’S Magic, Plus! 


PLUS! Computing Machines vision 
5 Beekman Street 
CONTROL ic. eae 
y @ = REctor 2-0045 
Representatives-in Principal Cities 


For More Information Circle No. 262 
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FURNITURE & EQUIPMENT 


Cole Steel Equipment Co., 415 Madi- 
son Ave., New York 17, N. Y., has pub- 
lished an 80-page catalog of coordinated 
office furnishings, which is available upon 
request. To aid the office planner there 
are pages of decorator-inspired layouts in 
full color. Useful buying information is 
given on each item including dimensions, 


lt 











er nosey 39 foskgea! Ios the effire win rap. 





COLE STEEL EQUIPIIERT COG. as se ne es 





weight, colors, materials and price. High- 
lights of the new Cole catalog are the 
pages devoted to the Contempo series of 
fiberglass chairs and contemporary design 
reception and lounge furniture. There are 
16 colored pages of new Cole desks, the 
entire galaxy of Imperial modular units 
and the Cole family of office machines: 
Cole Duplicator, Cole Dictater and Cole 
Portable Typewriter. For this catalog, 
Circle No. 252. 


OFFSET DUPLICATOR 


Davidson Corp., 29 Ryerson St., Brook- 
lyn 5, N. Y., offers a broadside on its Dual- 
A-Matic, describing in detail the many 
advantages of this automated small offset 
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machine for short or medium length runs. 
Seven easy finger-tip controls ‘are illus- 
trated. Many of the operations of the press 
are outlined along with descriptions of the 
other equipment features. The broadside 
includes a brief description of Davidson’s 
patented two-cylinder principle that makes 
possible eight different operations: offset 
printing, two-sided lithography, _letter- 
press, imprinting, numbering, perforating, 
dry offset, and Davengraving. For a copy, 
Circle No. 236. 


PAPER DRILLS 
Challenge Machinery Co., Grand 
Haven, Mich., offers a 20-page booklet 
covering the latest Challenge Paper Drill- 
ing Machines and accessories. Booklet 
features a handy selector guide of the ten 


Challenge 


different single spindle drill models. In- 
cluded are complete description and spe- 
cifications on each model, also informa- 
tion on the various accessories for drilling, 
slitting, slotting, round cornering and 
handling Kalamazoo and other special 
cutouts. For a copy of publication F875, 
Circle No. 231. 





BALLPENS, PENCILS 


All-Rite Pen, Inc., Hackensack, N. J., 
has published a comprehensive illustrated 

| catalog of its entire line of ballpens and 
mechanical pencils. A concise introduc- 
tion provides basic facts about the com- 
pany and its policies and products. In 





easy-to-read style, specifications including 
| prices are given on pens and pencils for 
all applications. Sales aids—such as cata- 
log sheets, displays, envelope stuffers, etc. 
are also shown. There is both an alpha- 
betical and a numerical index. Catalog is 
punched for standard binder and has an 
index file tab for quick location in any 
file. For a copy, Circle No. 234. 


PORTABLE TYPEWRITERS FLOOR MAINTENANCE 


Advance Floor Machine Co., Spring 
STANDARD TYPEWRITERS Park, Minn., offers “How To Cut Over- 


FRONT FEED TYPEWRITERS head Underfoot,” a complete, illustrated 
ACCOUNTING MACHINES 


te 


Pre 





For more information contact 


TORPEDO-WERKE AG vif 
FRANKFURT/M. - ROEDELHEIM 


Founded 1896 Western Germany 


floor care manual. Step-by-step instruc- 
tions for cleaning and maintaining all 
popular types of hard and resilient floors, 





For More Information Circle No. 369 
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SEE THE 


High Quality... 
Low Priced 
Adding Machines 


Electric 
Adds 
Subtracts 
Multiplies 
Capacity 
999,999.99 


1884 


Save time, work, cut figuring costs with a NATIONAL LS patonal 
ECONOMY MODEL Adding Machine. Electric and y oy 
hand-operated models. These machines offer many YEARS 
advantages, including: full one-year guarantee, direct 1959 

subtraction, rugged duty construction, large answer 
dials, full visible keyboard, automatic ciphers, and 
rust-proofed parts. For a demonstration, call your 


nearest National branch office or National dealer * 
today! 


ADDING MACHINES + CASH REGISTERS 


THE NATIONAL CASH REGISTER COMPANY, bayton9, Ohio { ; MECOOUTIER MRCEINES 


1039 OFFICES IN 121 COUNTRIES wer paper (No Carson Reauineo) 
75 YEARS OF HELPING BUSINESS SAVE MONEY 


*TRADE MARK REG. U.S. PAT. OFF. 


For More Information Circle No. 321 
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along with instructions for carpet sham- 
pooing, are featured in the manual. It 
also contains useful suggestions for select- 


3 ing the proper equipment, cleaners and 
SS ALUMINUM = waxes, and tips on how to treat common 
MAP CARRYING CASE floor problems. Detailed instructions for 
safe ... strong using work planning schedules and setting 
to carry or mail confidential rolled | up proper job time requirements are also 
maps, prints, plans, etc. Made of 16 ga. included. For a free copy of this floor 
aluminum alloy with “comfort grip’ and steel manual, Circle No. 237. 
hasp for lock. 36”, 42” and 60” lengths — other 
lengths made to order. MAIL ORDER TODAY COPYING & DUPLICATING 


SCOTT-RICE CO. — 610 S. Main, Tulsa 19, Okla. : _ : . 
For More Information Circle No. 384 NuArc aa Dept. O, 4110 W. Grand 


Ave., Chicago 51, Ill., has issued a pocket- 
UTI UT KNIFE 





size catalog listing its entire line of graphic 


> 
~- nt 


$1.50 each 
with six blades 
A real he-man tool for open- 
ing boxes, cutting heavy cardboard or 
paper. Double-edged blade is retractable. Write today 
for free, illustrated catalog of other tools. 


GRIFFIN MANUFACTURING CO. 
Ridge Road East, Webster, N, Y. 
For More Information Circle No. 386 


BOTTOM LINE 
CARD HOLDER | : a2 
arts equipment. Pictures and descriptions 


it : 
Controlled Front | ‘lude: F -top anc < > ate. 
fone wie Gian | include Flip top and Rapid Printer plate 
Precisio n | makers, light tables, arc lamps, vacuum 
Alignment 


For fast, accurate 

typing of bottom 

line index on aii 
visible cards 


10 Card Sizes — $2.00 to $2.45 
PALSON MFG. CO. 


( 280 Main St., Worcester 2, Mass. 
_For More Information Circle No. 387  _ 








The world’s smallest 
and most economical 


mocie.. QOUIFT 


SWIFT BUSINESS MACHINES CORP. Only 599% “May I borrow a cup of sugar 
GREAT BARRINGTON. MASSACHUSETTS for our coffee break: 
For More Information Circie No. 388 
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Office Duplicating Can Have a Professional Look 


..--Without Professional Cost... 


You can have a limitless supply of attractive, Changeable 


print-style type for your forms, bulletins, 

catalogs, literature, etc., for reproduction by ° 

your regular printing processes or even by Print-Style 
your simple office duplicator. In either case 

the savings are enormous. Type fonts are in- Type 


stantly changeable, in various sizes as well 


as styles, to meet every specific need. will do it J 


the machine with 


1,000 


FACES 


Looks like a typewriter... 
writes like printing. 


L 





Body copy by 
Vari-Typer — 
Heads by 


Headliner. 


Cutting costs 
_is our business’’ 


SUBSIDIARY OF ADDRESSOGRAPH-MULTIGRAPH CORP. 
TORR URE EREREP ERE RES ER ERE EES 
VARI-TYPER CORPORATION Dept. D122 
720 Frelinghuysen Ave., Newark 12, N.J. 


Please send VARI-TYPER Book D 
NAME... 

COMPANY 

ADDRESS 


CITY ZONE STATE 


For More Information Circle No. 297 
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frames, darkroom lights, storage cabinets, 
etc. With the description of each item is 
the number of the bulletin that describes 
the item in detail. For a copy of this 
quick reference catalog, Circle No. 238. 


COMMUNICATION METHODS 


Telautograph Corp., 8700 Bellanca 
Ave., Los Angeles 45, Calif., offers an in- 
formational brochure on business com- 
munications problems which illustrates and 
describes three machines: Telescriber, 
Olivetti Teletypewriter and Telautovision, 
each of which has its separate applica- 
tions. For this brochure, Circle No. 235. 


FILE INDEXES 


G. J. Aigner Co., 426 S. Clinton St., 
Chicago 7, Ill., announces its 1960 AICO 
catalog of indexes and indexing products. 
Highly condensed to enable fast, easy use, 
catalog contains 529 items on 28 pages. 
The previous catalog contained 438 items 
on a greater number of pages. Features 


include tabbed index pages, alpha-numer- 
ical index and comparative numbers list. 
A pocket on the inside cover is provided 
for price list, dealer data, etc. Distinctive 


in appearance, catalog has a gold and 
black cover commemorating company’s 
50th anniversary. Inside pages are printed 
on buff stock. Black plastic binding has 
gold lettering. For a copy, Circle No. 233. 


SYMBOL OF THE WORLD'S 
LARGEST MANUFACTURERS OF 
SELF-INKING NUMBERING 

AND DATING MACHINES 


DIRECT SALES AND SERVICE 
IN THE UNITED STATES 


EASTERN NUMBERING 


MACHINES 
801 Sixth Avenue 


New York 1, N. Y. 


CARPENTER PAPER CO. 
Omaha 2, Nebraska 
Fort Worth, Texas 

Houston, Texas 


HORDER’S, INC. 
Horder Building 
Jackson Blvd. at Jefferson 
Chicago 6, Ill. 


A GUARANTEED, BRITISH-MADE PRODUCT 


ENGLISH NUMBERING MACHINES LIMITED 
QUEENSWAY, ENFIELD, MIDDLESEX, ENGLAND 


For More Information Circle No. 362 
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To give yourself a helping hand — 
Use tapes by “Scotch—the thrifty brand! 


Time-saving, money-saving tapes simplify dozens of jobs in every. office. 
Let us show you how with a free ‘““Tape Survey.’’ Send the coupon today! 


**SCOTCH’’ AND THE PLAID DESIGN ARE REGISTERED 
TRADEMARKS FOR THE PRESSURE-SENSITIVE ADHESIVE 


TAPES OF 3M CO., ST. PAUL 6, MINN. EXPORT: 99 PARK | 3M COMPANY, ST. PAUL 6, MINNESOTA 


AVE., NEW YORK 16 CANADA LONDON, ONTARIO s 
Please send me FREE booklet illustrating time and 


' cost-saving uses of ‘SCOTCH BRAND Tapes 
7 o> >. H 
Miiwnesora 4 . 
v NAME a ai 
v 
x ec 
TMiinine anno a eniadll ComPany® 


TVUanuracturine COMPANY | aopress_ 





ps WHERE RESEARCH 15 THE KEY TO TOMORROW ! CITY senile a ___ STATE 





Visual Communications Congress 


The 3rd Annual International Visual 
Communications Congress sponsored by 
the Society of Reproduction Engineers 
will be held at the Statler Hilton, New 
York, Dec. 3-5. Over 70 exhibitors will 
show some of the newest equipment and 
the most advanced techniques. Panel 
groups will discuss drafting and graphic re- 
production; miniaturization and retrieving; 
and hear talks on “Aircraft Engineering 
Looks at the Reproduction Industry”; and 
“The International View.” Panel groups 
will commence with the showing of motion 
pictures. 


Educational Buyers to Meet 


More than 500 purchasing officers of 
colleges and universities will meet at the 
Pittsburgh Hilton Hotel, Pittsburgh, May 
2-4 to discuss current purchasing and busi- 
ness problems, and to meet suppliers. Em- 
phasis will be on problems created by the 
physical expansion of institutions of higher 
learning which continues at a rapid pace 
because of ever-increasing student regis- 
trations. Office supply and equipment 
firms are invited to apply for space in this 
show. Of the 92 exhibit booths planned, 
over 70 were taken by end of October. 
Direct inquiries to Bert C. Ahrens, execu- 
tive. secretary, National Assn. of Educa- 
tional Buyers, 1461 Franklin Ave., Garden 
City, N. Y. 


Typing Accuracy Contest 


All all-expense paid trip to Sweden, 
home of Facit typewriters, calculators and 
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Odhner adding machines, plus trips within 
the U. S. and other prizes including 25 
Facit portables will be awarded winners 
of the Facit Accuracy Contest In Typing 
being conducted in public and private 
secondary schools throughout the country 
from October to April. Karl Siewert, presi- 
dent of Facit, Inc., U. S. distributor for 
Atvidabergs Industrier, says that only 
errorless papers will be accepted. Ac- 
cording to George W. Haag, vice president 
and educational director, the winning stu- 
dent in each class will receive a medal. 
The ten top scorers will be invited to a na- 
tional contest for the grand prize of a 
trip to Sweden for student and teacher. 
For further information, write Facit, Inc., 
Educational Dept., 404 Park Ave. S., New 
York 16. 


Chicago Business Show 


The Conrad Hilton Hotel will be the 
site of the 18th Chicago Business Show & 
Seminar of the Office Management Assn. 
of Chicago, Feb. 29-March 3. Execu- 
tives will be able to not only hear 
about the latest equipment and its spe- 
cific use and applications expounded by 
experts at the seminar, but also to see, 
evaluate and compare the equipment at the 
exhibits in the show, all under one roof. 
While the Chicago Business Show & Semi- 
nar draws heavily from the midwest, regis- 
trations are on file from Canada, the east 
and west coasts and many other parts of 
the country. The large number of regis- 
trations has attracted the best speakers and 
experts. For more information, write 
OMAC, 105 W. Madison St., Chicago 2. 
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“‘Here’s how our Embee folder 
paid for itself!” 


Meet Mrs. Goldena Robinson, office su- 
pervisor of the duplicating department at 
American Telephone and Telegraph Com- 
pany’s Long Lines Department, in Kansas 
City, Mo. A year and a half ago, AT&T 
installed a model 360 Davidson Embee 
Folder, and since then, says Mrs. Robin- 
son, “We have found several major uses 
for our machines. We use it to fold sketch- 
es of circuit layouts of telephone installa- 
tions, and circuit order work sheets, as well 
as for other folding jobs. It’s been our ex- 
perience that the Embee can fold sheets six 
times as fast as methods formerly used. In 
addition, the end result is much neater 
folds .. . there’s never any doubt that the 
folded sheet will fit properly in the envel- 


ope. We feel that in labor savings alone 
the Embee folder has paid for itself... 
and that’s without taking into considera- 
tion the great convenience that owning this 
machine provides!” 

There are two Embee models, both at- 
tractively priced. Embee Folders, with 
simple attachments, can slit, perforate and 
score, as well as fold at speeds up to 12,000 
sheets an hour! If you'd like to know more 
about the very special savings you get with 
an Embee, plus interesting news about our 
free trial, call your local Davidson Dis- 
tributor or write today to DaviDSON Cor- 
PORATION, subsidiary of Mergenthaler 
Linotype Company, 29 Ryerson Street, 
Brooklyn 5, New York. 


For More Information Circle No. 379 
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. with The TAB that TOPS them all! 

















Tailored Filing 


to meet your every filing need 


When Hanging Folders best suit your needs... then 
COMPARE ...... the advantages found in Smead’s 
Flex-I-Vision Hanging Folder Line. 


COMPARE...The Tab Full one inch exposure. 
All metal for permanence. Rigid—Always upright—Unbreak- 
able. Angled for easy reading. Easier to attach and to remove. 
Tabs may be used on other hanging folders or for other in- 
dexing by attaching to file pockets, catalogs, swatches, covers, 
guides, etc. 

COMPARE ...The Folder Folder top has tab 
position indicators for 1/3 and 1/5 position. Reverse the folder 


for front and back tabbing for 2” or 3” tabs. Securely bonded 
hangers to eliminate slippage on rods. 


COMPARE...The Hanging Follow-Up- 


Folder The sliding signals (Green and Red) are unique 
and positive reminders 


COMPARE...The Hanging File Pocket 
Extra high cloth reinforced gussets which prevent contents 
from catching on drawers or trays. 


Also Available—Interior Folders, Frames, Colored Inserts and Inserts for 
System Indexing 


SEE YOUR SMEAD DEALER... or write us, on your business letter- 


head, for a free sample of the folder and tab.. 


MANUFACTURING CO., Hastings, Minn. 
LOGAN, OHIO CHICAGO,ILL. LOS ANGELES, CALIF. 


For More Information Circle No. 





ARMA Elects Officers 


The following were elected at the fourth 
annual meeting of American Records 
Management Assn. in San Francisco: Ida 
Welch, Allen-Bradley Co., Milwaukee, 
president; William Benedon, Lockheed Air- 
craft Corp., Burbank, Calif., Ist vice presi- 
dent; Thomas F. Henzey, Illuminating 


Co., Cleveland, 2nd vice president; Dale S. . 


Kuebler, Ford Motor Co., Dearborn, 
Mich., treasurer; Alma _ Ledig, Shaw 
Walker Co., Chicago, secretary. 


Machine Panels and Wires 


To keep up with constantly changing 
data processing requirements and for rush 
iobs that crop up in tabulating installa- 
tions, Ted Ochman and Ed Ochman offer 
an emergency service for control panels 
and wires. Having met with success in 
Connecticut they will expand the service 
throughout Metropolitan New York, West- 
chester County, New Jersey, Rhode Island, 
and Massachusetts. The most popular 
control panels, wires, one-way wires, and 
80-80 reproducer boards are carried in 
their station wagons. For details write 
Edward Ochman Systems, Box 141, Fair- 
field, Conn. 


Univac Users’ Next Meeting 

The 
semiannual 
Greenbrier Hotel, White Sulphur Springs, 


Univac Users Assn. will hold its 


meeting Feb. 25-26 at the 


W. Va. There were 100 representatives of 
35 corporations at its last meeting in 


Capt. William Exton, Jr., 
USNR, management con- 
sultant, was guest speaker at 
the Third Naval District's 
conference for key manage- 
ment personnel. L. to r. are 
Capt. Edw. C. Callahan, 
USN, commanding officer 
and director, Naval Training 
Device Center; Capt. Exton; 
Milton Reitzfeld, District 
Management Assistance Of- 
fice; Dr. George Sazuki, 
Navy Management Office, 
Washington, D. C. 
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Niagara Falls, Canada, Oct. 7-9. It is 
said to be the most experienced group 1 
data processing in the world. Thomas New, 
Westinghouse Electric Corp., Pittsburgh, 
is president. 


AMA’s Electronics Conference 


American Management Assn.’s annual 
electronics conference will be expanded to 
encompass all levels of industrial data 
processing. It will be held at the Statler- 
Hilton Hotel, New York,'Feb. 29-March 2. 
The conference will review the experience 
of the last five years in the application of 
management principles and techniques to 
the problem of data collection and process- 
ing. More than 15,000 sq. ft. of space will 
be used to display products relating to 
ADP systems as well as other electronic 
equipment. 


Abbreviated Writing Method 


Briefhand, a new abbreviated Jonghand 
writing method, was added to the curri- 
culum at Northeastern University, Boston. 
This personal notetaking system employs 
only the 26 letters of the alphabet; no sym- 
bols. Introduced early last fall by John 
Hancock Mutual Life Insurance Co. which 
realized the advantages of such a course 
and, according to the assistant personnel 
director, Nancy E. Concannon, the com- 
pany has not been disappointed. The sys- 
tem can be learned in one ten-week term 
since there are only five lessons of theory. 
Briefhand can be written at 80 words a 
minute and also typewritten. 








GETS A HAZY ANSWER 
IN YOUR COMPANY? 


@ Whot is Policy? 

(2) W hat are the 7 marks of a Useful Report? 
How con we write procedures so 
anyone con understand who does 
what and when? 

@ How do bootleg forms affect office costs? 

Will Electronics solve your 

office problems? 
eo Is an organization chart A Useful Tool? 
Each of these questions is answered in 
separate issues of SYSTEMATION, a new 
service by a 42 year old management 
service company. 
SYSTEMATION costs $20. a year. But you 
can judge for yourself first. Write for free 


copies of issues answering any 
FREE two of the above questions. 
rT | : Division of 
SYSte ation Ross-Martin Co 


Dept. A-13129, P. 0. Box 800, Tulsa !, Oklahoma 
For More Information Circle No. 357 














Engler HOUR METER 


. . . For Business 


Machine Economy 


@ Increase Efficiency 
@ Improve Scheduling 
@ Eliminate Machine Inactivity 


Engler Hour Meters reduce total oper- 
ating or rental cost of tabulating equipment 
and business machines by registering hours 
of actual machine usage. Effectively put 
records on an accurate’ basis and substan- 
tially reduce second shift payments. Many 
users have already realized large savings. 
Engler Hour Meters are easily installed and 
have been precision engineered and rug- 
gedly built for years of dependable service. 
Reasonably priced. Write for detailed 
bulletin OF-8. 


Eng 


250 Culver Avenue Jersey City, N. J. Phone HEnderson 4-6500 
For More Information Circle No. 358 
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Office Flies N. Y. tol... A. 


(Continued from page 79) 


All this meant a tremendous work- 
load for Mrs. Palmer. She had to as- 
sign space in two buildings, and make 
arrangements for the proper desks, 
chairs, files and equipment to arrive at 
the right spot. This was accomplished 
by means of 24,000 colored and num- 
bered tags, with each color signifying 
a building and a floor and each number 
an Office. 

While the office furniture, desks, 
typewriters, machines, files and other 
equipment were being airfreighted in 
the chartered DC-6As, personnel were 
jetted out to the coast in AA’s Boeing 
707 flagships. Household effects would 
follow later, transported cross-country 
in a caravan of 22 Fisher & Brother 
trucks. Only one major crisis resulted. 
Weather conditions prohibited loading 
the planes as heavily as had been 
planned, and several thousand pounds 
were turned over to the trucks at the 


i 
iB 


ad 

David Melamed, NTA administrative vice 
president, and Gertrude Palmer, office 
manager. 
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last minute. But the major units went 
as scheduled. 

After supervising the loading Satur- 
day night, Mrs. Palmer hopped a jet 
and Sunday morning was at the L.A. 
airport supervising the stream of files, 
desks, chairs and equipment, making 
certain it all started off in the right 
direction. She worked through the night 
and, by 10 a.m. Monday, she saw the 


=. PITNEY-BOWES 
MAILOPENER 


— Pitney-BoweEs, INc. 
3454 Walnut Street, Stamford, Conn. 


. Originator of the postage meter... 
Offices in 121 cities in U. S. and Canada. 


last of the trucks unloaded. 

The extent of the move can be appre- 
ciated by the fact that in addition to 
the furniture and files, some 3000 car- 
tons and 600 barrels were utilized. Al- 
together over half a million pounds of 
office equipment and household fur- 
nishings; 60 adults, 29 children, three 
dogs and a parakeet were involved in 
the shift. 

















e Mail opened and on the desk when 
the office opens—enables your sales- 
men to get away from the office earlier, 
speeds selling and saves time for many 
departments. Get a PB MailOpener. 

e The MailOpener is far faster, neater 
and more efficient than opening mail 
by hand—safely trims a hairline edge 
off envelopes without cutting their 
contents. Isn’t fazed by any size or 
we.ght envelope. Three models, electric 
or hand. 

@ Get a tree demonstration in your office. 
Ask the nearest Pitney-Bowes office 
—without obligation. Or send for free 
illustrated booklet. 

FREE: Send for handy desk or wall chart 
of new posta! rates, with parcel post 

map and zone finder. 


For More Information Circle No. 353 
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3M Acquires Filmsort 


Purchase of the assets of Filmsort Co., 
a division of Miehle-Goss-Dexter Inc., was 
announced by Minnesota Mining & Mfg. 
Co. “We will continue to operate the busi- 
ness along its present lines, and there will 
be no interruption in service to present 
Filmsort customers,” said Bert S. Cross, 
3M executive vice president for graphic 
products. Filmsort, presently located at 
Pearl River, N. Y., will be shifted to an- 
other site within six months. Officials 
said distribution arrangements will not be 
changed at the present time. According 
to Mr. Cross, Filmsort will be operated 
as a division of 3M, and D. W. McArthur, 
general manager of Filmsort, will continue 
to head the organization. 


Comptometer Elects Schram 


Resignation of A. 
E. Carlson as presi- 
dent of Comptome- 
ter Corp. and elec- 
tion of J. A. Schram 
as president was an- 
nounced. Mr. Carl- 
son, who became 
president in 1956, 
had to restrict his 
activities to less than 
full-time recently be- 
cause of his health. He continues as a 
director of the company. Mr. Schram has 
been a director of Comptometer and head 
of the company’s ‘Burke Golf Div. since the 
company acquired Burke last May. He 
has participated in Comptometer’s acquisi- 
tion and diversification program, which, 


J. A. Schram 
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among other acquisitions, includes Ne- 
braska Sales Book Co. and U. S. Busi- 
ness Forms Co., both of Lincoln, Nebr. 


Wilson Jones President 


Wilson Jones Co., 
manufacturer of 
leaf forms, 
equipment and sup- 
plies, announced the 
election of Jack Lin- 
sky as a_ director, 
chairman of _ its 
board and president 
succeeding Benjamin 
Kulp, who has re- 
tired. Mr. Linsky is 
president of Swingline, Inc., largest stock- 
holder of Wilson Jones. Mr. Linsky has 
been well known in the stationery industry 
for almost 40 years. He was the original 
organizer of Swingline which, under his 
leadership, became one of the largest 
manufacturers of office staplers and 
staples. About two years ago Swingline ac- 
quired ownership of Ace Fastener Corp., 
which, according to Mr. Linsky, has en- 
joyed substantial growth in sales and earn- 
ings since then. 


loose 


Jack Linsky 


Ozalid General Manager 


Walter A. Hensel, vice president of 
General Aniline & Film Corp. and general 
manager of its Ozalid Div., announced his 
resignation. Philip M. Dinkins, president 
of the corporation, subsequently announced 
that Benjamin Friedland, assistant gen- 
eral manager of the Ozalid Div., is acting 
general manager. Mr. Hensel joined the 


THe Orrice—December, 1959 








The only mat that looks as beautiful 
as a desk top! 


And stays that way! Made of lustrous wood-grain plastic, this 

amazing mat is stain, burn and chip resistant. Extra heavy; easy 

Extra Thick to clean. Blends with modern and traditional interiors. Four 
Meevy lemleumay °S authentic wood-grains in newest decorator colors: Walnut, Desert 
5/16" Praniianed. Sioa’ Tan, Mist Green, Driftwood Gray. Choice of sizes, Extremely 


slip, won't cree long wearing; low cost. Send for literature TODAY. 
pemememeanSEND COUPON TODAY*#eeeeeasaaaa= 


Interstate Metal Products Co., Inc. 


MASO (Office Equipment Division) 


666 Lake Shore Drive, Chicago 11, Ill. 














Please send me FREE literature and more information 


about Executive plastic chair mats. 
Chip resistant 


NAME 
MASO 
Established 1933 TITLE 
COMPANY ... 
ADDRESS ee ‘ . - 
(city) (zone) (state) 


For More Information Circle No. 298 
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“WHAT! Just $99 for a calculating machine? 


“Hey! That's a real buy! 





a EE ES REIT 
emanate oe iz ee 
sents <a . 


Pee eee oS eET Se 


All the famous Odhner features are here for only $99! Compact 
design, light and sturdy precision-crafted Swedish steel, and best of 
all . . . ease of operation. Designed for simplicity, the compact 
hand-operated machine, Model 227, performs all calculating 
functions, from the simplest to the most complicated, such as 
simultaneous multiplication and square roots. Outstanding feature 
of the machine is a “back transfer”, time saving device, which 
makes it possible to perform repeated (chain) multiplications, 
such as simple and complex discounting calculations. 

Sure as one plus one equals two . . . this $99 Odhner Portable 
is the perfect calculating machine for everyone who makes it 
their business. See the Yellow Pages for your nearest 
Odhner dealer, or write: 


404 Fourth Avenue, New York 16, or 
235 Montgomery Street, San Francisco, Calif. 
For More Information Circle No. 318 
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company in 1946 and was elected a vice 
president and general manager of the 
Ozalid Div. in 1955. Mr. Friedland be- 
came associated with Ozalid in 1943 and 
he was named assistant general manager in 
1958. 


Litton-Svenska Agreement 


According to Litton president Charles 
B. Thornton, Litton Industries, Inc., and 
some of the shareholders in Svenska Data- 
register AB have signed agreements where- 
by Litton acquires a majority interest in 
Svenska. Simultaneously Litton purchased 
100% ownership of two companies, dis- 
tributing Svenska’s products in the U. S., 
Mexico and Switzerland. With research 
facilities and manufacturing plant in Stock- 
holm, Svenska is the producer of Sweda 
cash registers and point-of-sale recording 
equipment. The distributing companies 
acquired by Litton are Sweda Cash Regis- 
ter, Inc., Chicago, and Sweda Registrier- 
kassem, A.G., Zurich, Switzerland. The 
distributing companies will be administered 
through Litton’s Monroe Calculating Ma- 
chine Co. Div. Terms of the purchase 
were not announced but it is hoped to add 
more than $10 million annually to Mon- 
roe’s sales. 


ae 


Brockman Is Vice President 


Peyton H. Bark- 
ley, president of C. 
L. Barkley & Co., 
Chicago, announced 
the promotion of 
Herman O. Brock- 
man to vice presi- 
dent of the corpo- 
ration. The com- 
pany, founded in 
1921 by Mr. Barkley 
and his brother, the 


H. 0. Brockman 


late C. L. Barkley, manufactures a full 
line of filing supplies for traditional letter 
filing equipment and shelf files. Mr. Brock- 
ley joined the company in 1954 after eight 
years as plant manager of Standard Pack- 
aging Corp. 
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Data Processing Systems Div. 


Smith-Corona Marchant, Inc., has estab- 
lished a Data Processing Systems Div. and 
elected David S. McNally as vice president 
of the corporation and general manager 
of the division. This was announced by 
Emerson E. Mead, executive vice presi- 
dent, who also announced the appoint- 
ment of Allan Meyer as national sales 


David S. McNally Allan Meyer 
manager of the division, and William L. 
Martin as vice president of engineering. Mr. 
McNally came to Smith-Corona Marchant 
in 1958 as vice president and general man- 
ager of the Kleinschmidt Div. Mr. Meyer 
brings to the company a total of 39 years 
of systems sales experience having served 
in various managerial capacities at Bur- 
roughs Corp. 


Convoy Names Barnard 


Franklin T. Dannemiller, president, Con- 
voy, Inc., Canton, Ohio, announced the 
appointment of Don L. Barnard as sales 
manager. Convoy manufacturers the 
Chemboard line of chemically hardened 
fibreboard record storage files. Mr. Bar- 
nard recently resigned as vice president of 
Barlin Sales, Inc., and Barlin Warehouse, 
Inc., Akron. Prior to that he served as 
sales manager of the York Safe & Lock 
Div. of Diebold, Inc., as well as assistant 
dealer sales manager of the dealer division 
for Diebold. 


Fostoria Buys Faries-General 


R. H. Carter, president Fostoria Corp., 
Fostoria, Ohio, and O. Sacksteder Jr., 
president, Faries-General Lamps Corp., 
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Substantially Reduces 


NOISE 


of Keyboard Graphotypes 


SOUNDTROL Noise Reducing Hoods, the re- 
sult of many years’ research by acoustic 
engineers, protect workers from tiring 
noise—increase production and work ac- 
curacy. Your Graphotypes can be relo- 
cated for better work flow when noise is 
eliminated and machine's appearance is 
improved. SOUNDTROL Noise Reducing 
Hoods do not increase floorspace, retard 
ventilation nor interfere with machine serv- 
icing. Write for full information today! 


JARDIN ASSOCIATES, INC. 
155 John St., New York 38, N. Y. 








For More Information Circle No. 417 








Ready! Your FREE copy ef our 
new 1960, 112 page catalog as 
well as our new Premium cata- 
log. Write today! 
Accountants’ Supply House 
Dept. O, 518 Rockaway Ave. 
Valley Stream, L. I., N. Y. 








For More Information Circle No. 418 
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Elwood, Ind., announced that Fostoria has 
acquired the latter’s business and products. 
Faries-General will be operated as the 
Faries-General Lamp Div. of Fostoria 
Corp. This acquisition by Fostoria brings 
together two well-established names in the 
lighting field. Mr. Carter said sales of the 
new division will be coordinated in Fos- 
toria by M. M. Barlitt, manager of mer- 
chandise sales. 


Electronic Accounting Machine 


Siemag Feinmechanische Werke GmbH, 
Eiserfeld/Sieg, Germany, in collaboration 
with Dr. Gerhard Dirks has entered into a 
license agreement with International Busi- 
ness Machines Corp. and the Remington 
Rand Div. of Sperry Rand Corp. The 
license covers the Dataquick electronic 
bookkeeping and invoicing machine ex- 
hibited for the first time earlier this year. 
The unit is the invention of Dr. Dirks 
with whom Siemag has been in license col- 
laboration since 1954. 


Best Engraved Letterhead 


Nekoosa Opaque, vellum finish, was 
used to produce the top entry in a contest 
for the best engraved letterhead of the 
year. The’ winner was created by Gra- 
bados Fernando Fernandez, S.A., for 


Entrance to new Fort Wayne, Ind., branch 
plant of Air Accessories, Inc., where Floor 
Show transparent chair mats are made for 
their Delta Products Div., according to 
W. I. Spitler, president. 
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The center building is the new $1 million research center of Charles Bruning Co., Mount 
Prospect, Ill., which opens next month with facilities for a staff of 70 chemists and 
technicians, according to Dr. Carl Botkin, vice president in charge of research. 


Equipos Petroleros Nacionales, S.A., both Gestetner Name Change 
of Mexico City. The engraver received 
the Cronite Cup at the annual convention erly Gestetner Duplicator Corp., announces 
of the Engraved Stationery Manufacturers the change in its corporate name. The 


Assn. in Houston. It was the first time the company sells and services the Gestetner 
award went t outside the U. S. _Stencil duplicator. 


Gestetner Corp., Yonkers, N. Y., form- 


roms wae: (ors) 
LINOLEUM Desk Top Cleaner 


7 Easy to apply. Pour it on — Wipe it off. 
\ Contains magic miracle compound that penetrates 
Stubborn grit and grime. Brings back original finish. 


1 Pint—$1.25 Doz. Pints—$12 


(WEST COAST SLIGHTLY HIGHER) 


uli ~ a Order today. Money back guarantee. 


Ai 
LINOLEUM DESK Zi LOOK BRAND NEW IN 2 MINUTES! 
Walt. IVA] _ WIEMER’S, Inc. 


Send for 
= free test iv 70-Vernon Street « Bridgeport, Conn. J 


For More Information Circle No. 413 





sample or first order 
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MANUFACTURERS OF DURALUMINUM 


AUNDERS HOLDERS 


MFG. CO. Inc. FOR HANDWRITTEN 
BUSINESS FORMS 


P. O. Box 243, Winthrop, Maine Py a 
LIGHTWEIGHT WEATHERPROOF 








For More Information Circle No. 414 
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NOW ror au Mualtiliths | 
Visi-GUIDE my | 


MASTER FEED CONTROL 


Boosts Output, Cuts Spoilage 
Easier Feeding ALL Stocks! 


Slash masking 

= and setup time! 
: Try 5 Base Line 
Masking Sheets 
free! For 1250, 
ert 2066-SD, 

! Write now, 
oat press! 


NOW run envelopes, or small, thin, slick, or 
curling stock easily—to hairline register! VISI- 
GUIDE’s five free-rolling steel balls give 
positive, continuous control, prevent 
“bounce” or rebound! For Nos. 1200, 1250 
only $19.95; No. 1300 $24.50; No. 2066 (2) 
$59.00, postpaid with check. 10-day money 
back guarantee! Write today! 


Dealers: Write for full information! 
LITHO RESEARCH, INC. 
14339 36th N.E. Dept. OM Seattle 55, Wash. 
For More Information Circle No. 339 





= Tolat you know 


Or EXD TER 
REL COLD 
supply precision BRITISH made Parts and | 


Tools direct to you at LOWEST PRICES | 
| 


C4 tees“ cetenall 


red 25-15 








@ PROMPT AND EFFICIENT SERVICE GUARANTEED 
@ Send for our Illustrated Catalogue POST FREE 


TYPEWRITER SUNDRIES CO. LTD. | 


140-148 BOROUGH HIGH ST., LONDON S.E. | 
For More Information Circle No. 340 


| The Flash line includes over 


NEW DESIGN IN FILING EQUIPMENT 


160 items in 
job ticket, display 
book and catalog 
files, check files, 
bill boxes, office mail boxes, stationery 
holders and racks, card files, posting tubs, 
ete. All made from heavy gauge steel with 
baked-on enamel finish in gray, green, mist 
green, tan and office brown Send for free 
catalog. 
Territories 
open for 
distribution 
and 
representa- 
tion. 


accessories, 
racks, 
trays and 


metal office 
and time card 
racks, drawer 


Build up desk 
trays, note 
letter and 
legal size. 


INC. 


Calif. 


FLASH FILING, 
2634 S. Cherry, Fresno, 


For More Information Circle No. 341 





sere Seal peeealchanien cain tracks 


- Smith’s 


OPNWINBO, Metal T Tae! 


solve filing problems at 


for Shel 


Adjustable OPNWINDQ,_ metal tabs make 
it easy, economical to expand or revise 
your present filing system; start a new 
system; or convert to shelf filing. Avail- 
able in | and 2 inch widths, the tabs 
are complete with clear or colored 
plastic label covers. 

me not available from your dealer, write to 


| (CHARLES C. SMITH, INC. 
EXETER, NEBRASKA 


For more than 60 years, a comsiele line 
of time-saving sit na 





For More | Information Circle No. 342 
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NuArc Co. marked 
its 12th business 
year by moving 
into new quarters 
at 4110 W. Grand 
Ave., Chicago 51, 
where production 
and office facilities 
are quadrupled, ac- 
according to John 
Schultheis, vice 
president. Their 
large showroom is 
open to all in the 
graphic arts field. 











Lanston’s Barrett Manager 


Bruno Buinys has joined Lanston In- 
dustries, Inc., as manager of the Barrett 
Adding Machine Div., it was announced 
by Kurtz M. Hanson, president. Mr. 
Buinys brings to Lanston more than 32 
years of experience in the office machine 
field. Prior to joining Lanston he was 
exclusive sales agent in the U. S. for 
Hamann calculators and adding machines. 


Byron Weston Expansion 


Byron Weston Co. announced plans for 
a new 107” Fourdrinier paper machine. 
Orders have been placed with Rice, Bar- 
ton Corp., Worcester, for construction of 
a machine embodying the most advanced 
features. Substantial expenditures have 
also been authorized for the purchase and 
installation of associated stock prepara- 
tion equipment. 


SNAP APARTS AND 
CONTINUOUS FORMS 
FROM INTERNATIONAL 
BUSINESS FORMS 


INTERNATIONAL BUSINESS FORMS offers: 

QUALITY Forms, produced on modern rotary 
equipment — sold only through our dealers. 

COMPETITIVE Prices—liberal dealer discounts 
—You're “in the running" with an IBF Quote. 
Quantity advantage, too! Orders accepted for 
only 2500 sets of Snap-Aparts—NEW POLICY! 
DELIVERY PROMISES you can count on. Try 
us on one job and see! 

EASY-TO-USE PRICE LIST—-Anyone can make 
estimates with a little practice. 

RAPID QUOTATION SERVICE—Your quotation 
requests handled AT ONCE. Same day if 
specified. 


Write New Dealer Dept. 1 today for complete 
information on this profitable line. Try 
International. We are confident of our ability 
to satisfy the Dealer and his customer! 


a INTERNATIONAL BUSINESS FORMS Zz 


1600 E. 26th ST. LITTLE ROCK, ARK. 
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Our Snap-Apart Forms have been 
a standard of quality for years. 
For fine printing; just right 
“‘Snap-apart’’ action, they are 
unexcelled. INTERNATIONAL BUS- 
INESS FORMS snap-aparts assure 
customer satisfaction. 


TOO! Now— 


Continuous 


Forms, 
customers 
carbon-interleaved forms — Line 
Hole Punched Tabulating; pasted; 


Continuous 
offer your 


or stapled—up to 10 parts. In 
Continuous as in  Snap-aparts, 
International means quality — at 
the right price. 





"Rock-lt 88" 
OFF ce CHAIRS 


RICHCRAFT 


FURNITURE CORP. 
P. O. Box 2353 Tulsa, Oklahoma 


For More Information Circle No. 408 





For Your Annual 


TYPEWRITER ROLLER CHANGE 


Insist on a 
"Futuristic" 
Ss : 5-Star Platen 
iS — for 
Z7//)\ Seba Best Results 
Manufactured and Distributed to 
Office Machine Dealers by 


AMES SUPPLY COMPANY 


Contact your Local Typewriter Dealer 





| nel and purchasing. 








For More Information Circle No. 409 


NEW ow- Cost 


MODEL FH.SC 


" FOLD-O-MATIC 


Electric Folding 


FOLDS+ CONVEYS * STACKS 
120 SHEETS PER MINUTE 


any fold any stock sutomatic 


THE PRINT-O-MATIC CO., INC. 
724 W. WASHINGTON BLVD. © CHICAGO 6, ILL 





HIGHEST 
QUALITY 
PRODUCTS 


CASHERE CORPORATION 


Successor to International Cash Register & Parts Co. 


207 E. Evergreen Ave., Mt. Prospect, Ill. 
For More Information Circle No. 411 
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Mothers’ Night Shift 


(Continued from page 86) 


was impossible to complete our build- 
ing addition in time to adequately handle 
the new business being written. Condi- 
tions were crowded and we had all the 
employees in the building that could be 


| placed there with any degree of effi- 


ciency. Apparently, the only solution 
was for a section to be removed to a 
separate building, thereby decreasing 
efficiency substantially and increasing 
communication problems. 

The writer, who is manager of the 
service department, is responsible for 
office operation and equipment, person- 
I thought, why not 
run a night shift in this company the 
same as the manufacturing industry? 
Needless to say, when this was suggested 
a cool reception to the idea was ap- 
parent from most of the staff. It hadn’t 
been done before and, while the build- 
ing was being used only 372 hours a 
week, it did not seem practical to most. 
But within a few months, the space and 
personnel problem became more criti- 
cal, and a meeting was held with the 
managers of the departments involved 
to discuss the feasibility of a night shift. 
There was a difference of opinion, but 
the ultimate decision was to try the 
idea. 

Most of the department heads thought 


| that a night shift would raise certain 


problems: absenteeism (in warm sum- 
mer months), tardiness, turnover after 
extensive training, inadequate supervi- 
sion, low morale, etc. Nevertheless, it 
was left to the manager of the service 
department to work out the details of 
the plan. In February 1959, an ad was 
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AE 5 A OES A ES CLARET NS FIERA BROT A NM 
For More Information Circle No. 372 


= 5 perfect copies in 1 minute 


HERMANN WOLF GMBH. ¢ WUPPERTAL-E 
WEST GERMANY 
Manufacturers of Mechanical and Optical Apparatus 











AVA | Gl ll Lins tie photo ee ay an 


Ko} am €e) os Olea ie) mantalale at lowest cost 





Showing equipment available for 
Sharpshooter 1418 Camera 


View at left 
shows Sharp- 
shooter set up 
to back light 
color trans- 
parencies 


MILLER 


New LOW COST CAMERA 
handles both black and white 
and color work ... lets you 
interchange camera backs! 


@ The Miller-Trojan Sharpshooter 1418 Camera pro- 
duces line and halftone negatives of utmost fidelity 
in any size up to 14" x 18". Enlarges twice and 
reduces three times. 

Optional transparency copy board assembly, com- 
plete with arc lamp, lets you back light trans- 
parencies—or an optional booster unit will step 
up camera lights to correct temperature for making 
color separations from reflection copy. 

Stay flat, vacuum or Xerography backs can be 
interchanged quickly and easily to meet your 
requirements. The same camera focusing scales are 
used for all backs. 

Camera completely equipped for black and white 
operation with stay flat back ONLY $895.90. 
Write for full details on this amazing new camera 
—and for prices on optional equipment, including 
camera base. 


-TROJAN GO.JINC.. TRO wHIO 


For More Information Circle No. 373 
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EVER-SAFE Storage Chest and 
Posting Trays—One Complete Unit 
" Certified Fire 
Protection 
1700°F, | Hour 


1300 Package Consists of: 
1 No, 1313 FIREPROOF CHEST 
with 15%°' U.L. Approved Insulation. 
2 No, 5585 POSTING TRAYS 
for sheet size 5'/2°' wide x 812°" high. 
Capacity 2000 Sheets per tray. 
2 Sets 25 DIVISION CELLULOID 
TABBED INDEX 
Write for complete information. 
EVERSAFE CO., INC. 


Division Schwab Safe Co., Inc. 


Lafayette, Indiana 











For More Information Circle No. 334 


It just SNAPS apart 


LETTEREX sets are available in all 
colors. A set is a high quality onion 
skin lightly tipped to an intense and 
clean carbon sheet. 500 sets to a box. 


LETTEREX 


1114 HALF STREET, S.W., WASH. 24, D.C. 


For More Information Circle No. 335 
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| Ca 


| The pen color is the ink color! 


Eight Brilliant Colors and Repro Inks 


| SCOTTY ENGINEERING CO. 


a BALL POINT 


eh PENS: 


WHOLESALERS & DEALERS | 


Exclusive Territories Open! 


"Scotty is the best selling style | 


of pen on the market today!! 


Medium Point 39c Fine 49c Broad 59c 


Every Pen is guaranteed perfect 

Special Imprinting @ One Day Service 
Make more profit with SCOTTY Pens 

and SCOTTY standard refills 


Write for catalogue sheets and discount on 


other styles of pens and desk sets. 








8-Minna Street ¢ San Francisco 5, Calif. 
_For More Information Circle No. 336 


Every Business can use... 


INDIANA 


“Under Counter” CASH DRAWERS 
HERE'S HOW 
SMALL BUSINESS—for Cash Handling and Storage. 


DEPARTMENT STORES—for Auxiliary Cash Han- 
dling, Bank Drawers, for Special Sales. 


MANUFACTURERS—in Cafeterias, Parts Sales 
Counters, for Petty Cash. 


Model V-1 (ill.) 
List $29.50 

@ No stock to carry 

@ 24 hour shipment 


@ Full dealer 
discount 


A Quality Product 


A wonderful door-opener for follow-up sales of 
more expensive equipment. Write now .. . 


INDIANA cash DRAWER Co. 


P.O. Box 236B @ Shelbyville, Indiana 


For More Information Circle No. 337 
Tue Orrice—December, 1959 





placed in the newspaper for help to 
work from 6 p.m. to 10 p.m. on the 
more routine jobs which required less 
training than most. Our switchboard 
was immediately flooded with calls. The 
first half-hour produced 27 appoint- 
ments and the switchboard was closed 
to further calls. Even then the deluge 
continued for a day or two. 


Our night shift, or as I call it, the 
“working mothers —— 
shift,” was insti- 
tuted with the 
idea of having no ‘ 
moonlighters. If ny 
a person worked av 
all day in another 
job, it not 
fair to other em- 
ployers to drain 
their time and | | <a 
energy on an ad- 3 
ditional four-hour 
shift. We started 
with employees 
who had worked 
in the past but 
had quit because 
of marriage and 
children. We did 
not hire em- 
ployees who 
worked during 
the day nor any 
students. Our 
thinking on the 
latter has 
changed substan- 
tially, and I'll 
discuss this later. 

The _ working 
mothers shift was 
an immediate 


was 





Keith Clark, Inc. 
1451 Broadway 


Phone: LA 4-4895 





The Calendars That Work For You 


New York 36, N.Y. 


success. Help was 
ness, absenteeism and turnover were 
almost nil. Morale was very high, and 
production proportionately higher than 
on the day shift. An unusual responsi- 
bility and conscientiousness were ap- 
parent. 


plentiful, tardi- 


Almost immediately we started train- 
ing people for more difficult positions, 
and this too was no problem. It does 


SPACE 
ENGINEERED 
CALENDARS 


if » for 1960 and Every Year 


KEITH CLARK 


DEFIANCE 


Complete Line of Desk Calendars 
models for every business office need 
Order from your Stationery Supplier 
or direct. Write for catalogs. 


The Standard of the Stationery World 


Defiance Calendar Co., 
1451 Broadway 
New York 36, N. Y. 


Phone: LO 3-2336 











For More Information Circle No. 412 
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PAYCHECK “OUTLOOK” 
ENVELOPES 


Eliminate Time and Expense of 
Addressing, also Chances of Error. 
Paycheck “Outlook” Envelopes are absolutely 


opaque, essential when wages are paid by | 


check. Nothing shows but the employee's name. 
This improves personnel relations. 
Send for Samples and Prices Today 


OUTLOOK ENVELOPE CO.,, &s¢. 1902 


“7 
‘ kh tovelope 


For More Information Circle No. 415 


PLAIN-VU 
INSTANT SELF LAMINATING 





z= => ee 
PLASTIC SHEETS 


PERMANENTLY PRESERVE AND PROTECT 
* IMPORTANT PAPERS 
* ADVERTISING MATERIALS © SIGNS 
* DOCUMENTS * DRAWINGS * CERTIFICATES 
* PHOTOS * CARDS AND PASSES * LICENSES 


WITHOUT NEED FOR MACHINES, CHEMICALS OR HEAT 
You can actually imbed any flat object of 
any paper, board or fibre composition in 
clear, flexible plastic for permanent protec- 
tion against moisture, wear and grime. 
Protect, preserve and beautify for a life- 
time. Available in a wide range of sizes. 
Write for free brochure. 


PLAIN-VU, THE CARR CORP., Dept. A-12 
3407 Prospect Avenue « Cleveland 15, Ohio 


For More Information Circle No. 416 
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| change of problems is a rest. 
| true for mothers who clean house, cook 


| appear that some supervision is needed, 


but this is being studied and alternative 


| plans being tried. The working mothers 


shift has been so successful that even 
when our expansion program is com- 
pleted, we anticipate continuing the 
night shift. Some jobs can be done 


| more efficiently at night than they can 


the following day. Filing in the policy- 


| holders’ record room, routine account- 


ing jobs, filing in the accounting depart- 
ment, and many underwriting jobs in- 
Actually, | 
think any clerical task in almost any 
company can be performed just as well 
at night. 

The success of a night shift seems to 
hinge primarily on (1) convenient 
working hours; (2) need for additional 
income; (3) personal desire to keep up 
to date with business skills; (4) socia- 
bility aspects of the work. Hasn’t your 
wife ever said, “You get your talking 
and visiting at the office all day, and I 
never get out. I’m stuck here all day 
with the kids and never go anyplace?” 
It’s a common feeling, and indeed it’s a 
very true statement. 

Our working mother shift starts at 
6 p.m. and lasts until 10 p.m. There 
is free coffee and rolls between 8:15 
and 8:30. Office sociability plays a 
much larger part than I had ever 
thought it did. For most people, a 
This is 


and mind the children continually. A 


| night shift provides not only work, but 
| some social functions are fulfilled and 
| financial assistance is received. 
| too, there is a certain amount of relaxa- 
| tion. 


Then, 


Now for the husbands, it may be 
an entirely different story and, no doubt, 
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after a few months of minding the kids, 
any personal research in that area might 
result in physical violence to the re- 
searcher if he should happen to be the 
employer. 

Since there are only three hours and 
45 minutes of actual work, our ex- 
perience has been that the quality and 
quantity is as high and in many cases 
higher than the day shift. We now in- 
tend to use commercial college students 
on the night shift, because of the won- 
derful opportunity to have these well- 
trained young people with us for an 
extended period of time. We will have 
an excellent chance to move them to a 
daytime job with their months or years 
of training. 

Our 50 nighttime employees appre- 
ciate their jobs more than the average 
employee. They have clearly demon- 


FINGERTIP 
FILING... 
with WASSELL 
Rotor-Files 


Wassell Rotor-Files swing at a finger 


touch—no stretching or bending, no 
pushing or hauling. One girl, from a 
comfortably seated position, can 
reach the equivalent of 32 drawers 
of file folders at the flick of a 


On the mothers’ shift, Mrs. Andrew J. 
Sherbo and Mrs. Robert Stark, night 
supervisor. 

strated to us an unusual sense of re- 
sponsibility, conscientiousness, aggres- 
siveness, diligence and morale. Indeed, 
the working mother shift is a permanent 
plan at Preferred Risk Mutual. 





finger. 
ss * Over 100% improvement in file clerk morale 
* 50% Saving in filing time * 75% saving in physical effort 


* Up to 40% saving in floor space * At least 50% saving in executive waiting time 


Write now for full information on Wassell rotary filing systems— 
for orders, correspondence, cards, tub filing, and/or books. 


WASSELL ORGANIZATION, INC. 


For More Information Circle No. 190 
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iMate 
biggest 


aalialelisss 
In 
business 











See the MAN from 


for CALCULATING 
ADDING - ACCOUNTING 


A DIVISION “OF LITTON INDUSTRIES GE DATA PROCESSING MACHINES 


For More Information Circle No. 319 
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National Conference 
] 


Eastern Joint Computer Conference, Stat- 
ler Hilton Hotel, Boston, Dec. 1-3. 
Society of Reproduction Engineers, Hilton 

Statler Hotel, New York, Dec. 3-5. 

National Business Teachers Assn., Shera- 
ton-Cleveland Hotel, Dec. 28-30. 

American Management Assn. Electronics 
Conference, Statler-Hilton Hotel, New 
York, Feb. 29-March 2. 

Office Management Assn. of Chicago, 
Conrad Hilton Hotel, Chicago, Feb. 29- 
March 3, 

National Office Furniture Assn., Chalfonte- 
‘Haddon Hall, Atlantic City, March 11- 
13. 

Southern California Business Show, Am- 
bassador Hotel, Los Angeles, March 29- 
April 1. 

National Assn. of Educational 
Pittsburgh Hilton Hotel, 
May 2-4. 

Western Joint Computer Conference, San 
Francisco, May 3-5. 

Insurance Accounting & Statistical Assn., 
Sherman Hotel, Chicago, May 15-18. 
National Society for Business Budgeting, 
Netherland Hilton Hotel, Cincinnati, 

May 19-20. 

National Office Management Assn., Mon- 
treal, Canada, May 22-26. 

Federal Government Accountants Assn., 
Statler-Hilton Hotel, New York, May 
23-24. 

Institute of Internal Auditors, Schroeder 


Buyers, 
Pittsburgh, 


Hotel, Milwaukee, June 12-15. 

National Assn. of Accountants, Roosevelt 
Hotel, New Orleans, June 19-22. 

National Machine Accountants Assn., San 
Francisco, June 22-24. 

National Office Machine Dealers Assn., 
Coronado, Calif., July 10-13. 

National Society of Public Accountants, 
Muehlebach Hotel, Kansas City, Mo., 
Aug. 22-26. 

National Business 
Chase Park-Plaza 
Sept. 14-17. 

National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 
Sept. 24-28. 

American Institute of Certified Public Ac- 
countants, Bellevue-Stratford & Sheridan 
Hotels, Philadelphia, Sept. 25-28. 

Life Office Management Assn., Royal York 
Hotel, Toronto, Canada, Sept. 26-28. 
National Assn. for Bank Audit, Control & 
Operation, Statler Hotel, Los Angeles, 

Oct. 10-12. 

Systems & Procedures Assn. of America, 
Commodore Hotel, New York, Oct. 10- 
14. 

Controllers Institute of America, Fairmont 
Hotel, San Francisco, Oct. 22-26. 

National Institute of Governmental Pur- 
chasing, Shoreham Hotel, Washington, 
BD C.. Oct... 23-26. 

National Business Show, Coliseum, New 
York, Oct. 24-28. 


The Quik-Stripper 


Forms Associates, 
Hotel, St. Louis, 


TAKES PLATES AND CARDS OUT OF 


ADDRESSOGRAPH FRAMES! 


Slide frame over opening 


in table-top of Quik-Stripper. 


Plates and cards fall out, slide down chute into waste basket. Im- 
possible to get grime in hands or ruin fingernails. Work from back 


of frame. 


of time saved. Models for all styles of frames 
service problems. 


Fingers never touch inked plate. 


Pays for itself because 
Trouble free. No 
Send for circular giving details and prices. 
Write 


Addressing Machine Co. of Calif., 667 Mission St., San Francisco 5. 
Seeees YUkon 2-2130. Quik-Strippers sold on 5-day approval. 
For More Information Circle No. 338 
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Semiannual Index to THE OFFICE 
VOLUME 50, JULY THROUGH DECEMBER, 1959 


Absenteeism, Controlling, Harold S. Sharp Nov., 160 
Addressing System Improves Radio Firm’s Promotions, Phil Hirsch Oct., 32 
Alaska Our 49th State, The Paperwork That Made, Harland L. Clark Aug. 63 
Automated System Consolidates Clerical Work, Bank’s, C. Ray Ballard Sept., 136 
Automatic Systems, There’s No Mystery to Designing Forms for, Ray Marien Oct., 130 
Automation and the Skilled Office Worker ec., 24 
Automation, Perspective on Office, Leslie H. Matthies i Ea Sept., 
Automation, The Personnel Problems of. Dr. Albert S. Frances ... Dec., 
Code Controls Engineering Drawings, This Functional, J. F. Cummings Dec., 
Code for Birth Date and Sex, A, Mario Banfi .... : Sept., 
Communications, Improving Interoffice Sept., 
Computer, Control Data’s 1604 Dec., 
Copying Machine Aids Letter Answering, How a Oct., 
Correspondence, The Effective Use of, Harry L. Wylie Sept., 
Data Processing Machines, The Effective Utilization of, Robert S. Moors Aug., 
Decorator Solves Some Office Problems, How the, Lawrence Lerner July, 
Doctors, File System for Busy Nov., 
Duplicator Prints Piecework Tickets, Ge orge ‘Stock Aug., 
Duplicator Saves Rewriting Sales-Service Orders, Teletype and, 

Thomas R. Thompson Nov., 
Earnings and Hours in Work Week, Average Weekly Aug., 
Electronic Multipliers Withstand Severe Tests et. 
Electronic Printing Process, An Aug., 
Employee Relations, Right or Wrong in 

July, 111; Aug., 98; Sept., 125; Oct., 157; Nov., 127; Dec., 
Engineering ‘Drawings, This Functional Code Controls, J. F. Cummings Dec., 
Expense Payment System, A Sales Representatives’, Joseph J. Keenan Nov., 
Exposition in Washington, Sept. 22-25, Business Equipment Sept., 
Fabrics, Choosing Office, Charles M. Scholz Oct., 
File System for Busy Doctors Nov., 
Files, A Retention System for General Correspondence, Ben F. Gregory July, 
Files Used for Membership Records at Museum of Modern Art, Visible July, 
Filing, Color Coding Reduces Numerical Mis-, H. O. Brockman July, 
Flies from N. Y. to L. A., Office . ; Dec., 
Forms Control, A Simplified System of, Darrell E. Werner Aug., 
Forms for Automatic Systems, There’s No Mystery to Designing, Ray Marien Oct., 
Highway Accidents in Arizona, Clerical Work Helps to Reduce, 

Henry F. Unger Nov., 
Hours in Work Week, Average Weekly Earnings and Aug., 
International Systems Meeting in Toronto, October 12-14 Oct., 
Light, Many Offices Could Use More, Jack L. Kilpatrick Oct., 
List Maintenance, How Continuous Cards Aid Nov., 2 
Machine Department’s Memory, Registers of Reports Are, 

Lionel E. Griffith & Frank J. Traynor Oct., 
Machines Can Automatically Type Most Data on Forms, 

Isaiah Eisen & Paul Mastroni July, 
Machines, The Effective Use of Office, Harry L. Wylie Aug., 
Machines, The Effective Utilization of Data Processing, Robert §. Moors Aug., 
Magnetic Ink Method, A Better Dec., 
Magnetic Tape Cleaner, A D>c., 
Magnetic Tape Converter, Paper to Nav., 
Manhours, Making the Most Effective Use of, Harry L. Wylie Nov., 
Meeting, How to Run a Good, Leslie H. Matthies July, 
Microfilm as a Clerical Tool, Edward Rosse Sept., 
Microfilm: How and When to Use It, Thomas Wilds Sept., 
Microfilm, Los Angeles County Recorder Is Now Using, Paul B. Harder Aug., 
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Missing Persons, Files and Forms Find, Capt. John J. Cronin 
National Business Show in New York, October 19-23 
NEFA Convention in Atlantic City, 14th Annual nas 
Night Shift Eases Personnel Shortage, Mothers’, Allen L. Donielson 
NSOEA Convention and Exhibit in Chicago, Sept. 26-30 
Orders, Teletype and Duplicator Save Rewriting Sales-Service 
Thomas R. Thompson 
Panel Wiring Kit, New Machine 
Payrolls, Machine Allows Same Personnel to Process Much Lz arger 
Personnel Policy, Honesty Is the Best, Florence Deppe Holmgren . 
Plant Machinery Maintenance, A Simple Costing System for 
Post Office, Europe’s Most Highly Mechanized, John Grindrod 
Procedure, The Best Ways to Coordinate a New, Leslie H. Matthies 
Production Machines, A Tabulating Card System for Indexing, 
George Clayton Field 
Quality Management, How to Plan, Walter L. Hannan, Jr. 
Sales Statistics with Data Processing Machines, How to Get Better, 
Raymond Dreyfack .. 
Space, How a Specialist Helps You Lease Office, Julien J. Studley 
Space, The Effective Use of Office, Harry L. Wylie 
Standards for Offices?, Will You Help Sponsor Some, 
Supplies, Supermarket Distribution of Office 
Tape Lasts Longer in Computers, Sandwich 
Teletype and Duplicator Save Rewriting Sales-Service Orders, 
Thomas R. Thompson 
Time, Making the Most Effective Use of, Harry L. Wylie 
Timecard for Cash Wages, A, Ernst Harpur 


Treasurer of a Non-Profit Organization, How to Be, Wallace M. Carrithers 


Turn, The 180°, Leslie H. Matthies 
Univac Larc, The New 


Work Sampling, An Inexpensive Method of, 
C. B. Gambrell Jr. & James W. Barany 


A.R. Hutchinson 


Sept., 
Oct., 
Oct., 
Dec., 

sept., 


Nov. 


Nov., 
Nov., 
Sept., 
Nov., 
July, 
Oct., 


Nov., 
Sept., 


Nov., 
Oct., 
Oct., 
Oct., 
Sept., 
July, 


Nov., 
Dec., 
July, 
Oct., 

Nov., 
Dec., 


Oct., 


79 
88 
122 
86 
116 


91 
144 
87 
267 
20 
16 


Index to New Products in THE OFFICE 


JULY THROUGH DECEMBER, 1959 


ACCOUNTING BOARDS 
C. E. Sheppard Div. 


ACCOUNTING MACHINES 


Burroughs Corp. . 
National Cash Register Co. 
Aug., 114; Nov., 


ADDING MACHINES 


Addo-x, Inc. ... Sept., 
R. C. Allen Business Machines. Inc, 
Friden, Inc 

International Calculators Ltd. 
Olivetti Corp. of America .. 

Regna Cash Registers, Inc. 

Victor Adding Machine Co. 


ADDRESSING EQUIPMENT 


Abbott & Lind .. 

Addressograph- Multigraph Corp. 

Dashew Business Machines, Inc. 

Duplicard Addressing Machines Co. 

Elliott Addressing Machine Co. 

Mailers Service : ‘ 
Master Addresser Co, , 150 
Nettle Mfg. Co. ...... Dec., 160 
Scriptomatic, Inc. ... : Sept., 183; Oct., 194 
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ADHESIVE 
Anchor Chemical Co. Nov., 249 


ATTACHE CASES 
Leathercraft, Inc. 


BINDER LABEL HOLDERS 
Office Products, Inc. . 


BINDERS 


Office Equipment Mfg. Co. 
Royal McBee Corp. 
Wilson Jones Co. .. 


BINDING, PLASTIC 


General Binding Corp. 
Plastic Binding Corp. 


BOOK SUPPORTS 
Estey Corp. ... 


BRIEF CASES 
Leathercraft, Inc. 


BUSINESS CARD FILE 
T & H Industries ... 





CALCULATORS 
Friden, Inc. 


CALENDARS 


Pro-Forms Co 
Unical Co. 


CAMERAS 

W. A. Brown Mfg. Co 
M. P. Goodkin Co 
Kenro Graphics, Inc 
Macey Co. 


CARBON COPY SETS 


Letterex Corp. Sept., 221; 


CARBON PAPER 


Carter's Ink Co 
Kee Lox Mfg. Co 
Kores Mfg. Corp. 
Royal McBee Corp. 


CASH REGISTER 
R. C. Allen Business Machines, Inc. 


CHAIRS 


Clarin Mfg. Co 
Luxco, Inc. 
Richcraft Furniture Corp. 


CHAIR CUSHIONS 
American Latex Products Corp. 


CHART, LAYOUT TAPES 
Para-Tone Corp. 


CHECKWRITERS, SIGNERS 


Hedman Co. 
Roberts Numbering Machine Division 


CLEANING CLOTHS 


Chicopee Mills, Inc. 
Minnesota Mining & Mfg. Co. 


CLOCKS 
M & M Industries 


COIN CHANGER 
Standard Change-Makers, Inc. 


COIN COUNTER 
Standardwerk Eugen Reis GmbH 


COLLATORS 

Collamatic Corp. 

Halverson Products Co. 

A. P. Heinz Co. 

Macey Co. 

Super Speed Printing Machinery, Inc 


Thomas Collators, Inc. July, 122; 


CONTROL BOARDS 


Art Metal Construction Co 
Graphic Systems 
Visual Controls Co. 


COPYHOLDERS 


R. Funk & Co. . 
Hall-Welter Co., Inc. 
Standard Sales & Distributing Co. 
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COPYING MACHINES, SUPPLIES 
Ampto, Inc. . July, 125 
Charles Bruning Co. og Naa 
Copease Corp. ; ae a 
Copycat Corp. ; ., 14 
Copymation, Inc. Oct., 181; ., 123 
Cormac ae Oli one. ; 
Eastman Kodak C July, 128; 
Eugene Dietzgen > 
Haloid Xerox, Inc. 
Hunter Photo-Copyist, Inc 
International Photocopy Corp. ..Sept., 184; 
Nord Photocopy & Business Equipment 
Corp. Sept., 182; 
Ozalid Div., General Aniline & Film Corp. 
Peerless Photo Products Inc. 
Photorapid Corp. 
Photostat Corp. 
Speed-O-Print Corp. 


COUNTING MACHINES 


Vacuumatic North America, Inc. 


DATA PROCESSING, AUTOMATIC 


(Also see Electronic Computers and 
Tabulating Card Equipment) 
Addressograph-Multigraph ame. 
Bendix Computer Div. 
Clary Corp. .. 
Comptometer Corp. 
Dashew Business Machines, Inc. 
Digitronics Corp. : 
Friden, Inc. : 
Maico Electronics, Inc. 
Raub Electronics Research pigiat 
Tab Products Co 
Teletype Corp. 
Victor Adding Machine Co. 
July, 125; Sept., 196 Oct., 188 


DATA RETRIEVAL SYSTEMS 


General Precision Lananeeny, Inc. . 
Recordak Corp. 4 


DESKS 


Cottonsmith Furniture Mfg. Co. 
General Fireproofing Co. 
Hamilton Mfg. Co. 


DESK TRAYS 
Flash Filing, Inc 
Rubbermaid, Inc. 


DICTATING MACHINES 


American Dictating Machine Co. 
American Geloso Electronics, Inc. 
Calculator Equipment Corp. 

Cole Steel Office Machines, Inc. ; 
DeJur-Amsco Corp. .Sept., 222; 
Dictaphone Corp. Sept., 185; Oct., 186; 
Ercona Corp. 

GBC America Corp. 

Geiss-America 

Gray Mfg. Co. 

Monte Verde Industires, Inc. 

Peirce Dictation Systems 

Stenocord of America, Inc. 

TransWorld Electronics, Inc. 


DOOR CLOSER 
Illinois Lock Co. 
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DRAFTING EQUIPMENT 
Elward Mfg. Co. 

Frank F. Farken ... 
Griffin Mfg. Co. .. 
Hamilton Mfg. Co. 
Higgins Ink Co. . 

C. Howard Hunt Pen Co. 
Koh-I-Noor Pencil Co. 


DUPLICATING EQUIPMENT, SUPPLIES 
(Also see Offset Equipment) 

Carter's Ink Co. 

Columbia Ribbon & Carbon Mfg. So. 
A. B. Dick Co. 
Eaton Paper Corp. 
Frankel Mfg. Co. 
Milo Harding Co. 
Kee Lox Mfg. Cv. 
Krayer Mfg. Co. 
Print-O-Matic Co. 
Royal McBee Corp. 
Skiptone Div., Sherfy's Ltd. 


DUPLICATORS, OFFSET 


Addressograph-Multigraph Corp. 
American Type Founders Co. 
Davidson Corp. 
A. B. Dick Co. 


DUPLICATORS, SPiRIf 
Bankers & Merchants, Inc. 
Bohn Duplicator Co. 
Copease Corp. 
Copy-Craft, Inc. 
A. B. Dick Co. 

, ne. ug. 
Standard Duplicating Machines be 


DUPLICATORS, STENCIL 


Addo-x, Inc. 
American Office Equipment Co. ‘ 
A. B. Dick Co. . July, 


EASELS 


Business Equipment Products 


ELECTRIC MULTIPLE OUTLET 
Waber Electronics .... 


ELECTRONIC COMPUTERS 
Burroughs Corp. ....... 
Remington Rand Div. . 
Royal McBee Corp. .. 


ENVELOPE OPENER 
Martin Yale, Inc. . 


ERASERS 


Joseph Dixon Crucible Co. 
A. W. Faber-Castell Pencil Co. 


FILE LOCK 
Electro Dial Lock Co. 


FILES 
(Also see Data Retrieval) 
W. R. Ames Co. 
Bankers Box Co. . 
Business Efficiency Aids 
July, 147; Sept., 247; Oct., 224 

Dage Television Div., 

Thompson Ramo Wooldridge, Inc. Dec., 115 
Fraser & Johnston Co. ; Oct., 238 
Mosler Safe Co. Nov., 194; Dec., 113 


Nov., 
Nov., 
ty 
ym v. 
40; De 
Aug., } 
Dec., 
Nov., 
Sept., 
Dec., 


Aug., 128; Sent., 


Nov., 
Sept., 
109; Nov., 
Oct., 


Aug., 


Aug., 


Aug,, i 
Sept., 
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Murphy Mfg. Co. 
Supreme Steel Equipment Corp. 
Tab Products Co. 
Watson Mfg. Co. 


FILING SUPPLIES 


C. L. Barkley & Co. 

Cel-U-Dex Corp 

Oxford Filing Supply Co. 

Smead Mfg. Co. 

Tab Products Co. 

Vue-Fax Div., Logan Business Products, Inc, 


FIRE PROTECTION SYSTEM 
Chemetron Corp. 


FLOOR MATS 


L. M. Bickett Co. . P 
Cole Steel Equipment Co. . 
Evans Specialty Co. 


FLOOR SAFETY GAUGE 
Frazier Engineering Co. 


FOLDING MACHINES 
Challenge Machinery Co. 


FORMS 


American Lithofold Corp. 
Colonial Salesbook Corp. 
Letter-Gram Co. 


GLOBES 
George F. Cram Co. 


IDENTIFICATION CARDS 
Addressograph-Multigraph Corp. 


INSERTING MACHINES 


. Bell & Howell Phillipsburg Co. 


INTERCOMS 


Automatic Electric Co. 
Dukane Corp. 
Vocaline Co. of America 


KEY CONTROL SYSTEMS 
P. O. Moore, Inc. 


LABEL HOLDER 
Cel-U-Dex Corp. 


LABEL PRINTING PRESS 
Sohn Mfg. Inc. 


LAMPS & LIGHTING 


Luxo Lamp Corp. 
Ruby-Philite Corp. 
Superior Electric Co. 


LANGUAGE INSTRUCTION MACHINE 
Scribe Internationale 


MACHINE PADS & MOUNTS 


Consolidated Kinetics Corp. 
Raymond Packer Co. 


MACHINE STANDS 
Brother International Corp 
MarshAllan Mfg. Co 
Tiffany Stand Co. 


., 234 
Dec., 


164 
149 
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MACHINE TIMERS PAPERS, DUPLICATING 
Engier Instrument Co. = Brown Co. 5a 
Standard Instrument Corp. . e : u Eaton Paper Corp 
Ecusta Paper Products 
MAILBAGS Finch, Pruyn & Co. ..Aug., II1; Nov., 
Spe fre Dom. PAYROLL DEDUCTION CHARTS 
APS Ayres Corp. 
- Delbridge Calculating Systems, Inc. 
John H. Andrews & Co. ; 


PAYROLL SYSTEM 


MICROFILM EQUIPMENT Colonial Salesbook Corp. 


Charles Beseler Co. 


Eugene Dietzgen Co. ......... ce 2 
Documat, Inc. —_— PEGBOARD PEGS, CLIPS 


Haloid Xerox Inc. ........ ere , Lumi-Plug Sales Corp. 
SEE SNES, 2.000000 : . Norton Laboratories Div. 
Microdealers, Inc. .... 
Watson Mfg. ..... PENCILS 
Joseph Dixon Crucible So. 
MOISTENERS Eberhard Faber Pencil Co. 
Giue-Fast Equi t é 5 J. S. Staedtler, Inc. 
ee ee Sm : Venus Pen & Pencil Corp. sly, 140; 

PENS, BALLPOINT 
All-Rite Pen, Inc. . 

Eberhard Faber Pencil Co. 
MURALS Lindy Pen Co. ar 
Glenview Products, Inc. x Micropoint, Inc. 


Scotty Engineering Co. .. 
ee PHOTOCOPIERS 
Acme Products Co 


A. C. Davenport & Son SE " (See Copying Machines) 


PLAN FILE, INSULATED 
OFFSET EQUIPMENT & SUPPLIES entie tiie. De 
{Also see Duplicators, Offset) sicictid 9- 


MOUNTING METHOD 
Carr Corp. 


Addressograph-Multigraph Corp te PLASTIC LAMINATION 
G. J. Aigner Co 


‘ ne Carr Cor 
W. A. Brown Mfg. Co Oct., 176; a 
Davidson Corp ss : Chicago Desk ‘Pad Co. 
Eastman Kodak Co. ; . 
Finch, Pruyn & Co., Inc. Aug., III; POSTCARD INVOICE PROCESSOR 


Gevaert Co. of America, Inc. 
M. P. Goodkin Co. 

Hamilton Mfg. Co. .... a 7 
Kenro Graphics, Inc Sept., 176; Ss POSTING TRAY-SINDER 

Litho Research, Inc July, 161; bs Nardon Mfg. Co. 

Macey Co. : 2 

Machine Parts Co. i PUNCHED TAPE INTERPRETER 
NuArc Co. é " Raub Electronics Research Corp 
Rolcor Products. Inc. 


Vero-Dot Film & Chemical Corp. 


Moore Business Forms Inc. 


REFRIGERATORS 
PAPER CALCULATOR Sunroc Division ina 
Eastern Fine Paper & Pulp Div . Uropa International, Inc. 


PAPER CUTTERS RIBBONS, CARBON 


Sonfeng Roodieets Corp. gr hyena 
ouglas Homs Co. ... q 
Martin Yale, Inc. pon sae So. Ve. 
Michael Lith Sales Corp. RIBBONS, FABRIC 
Codo Mfg. Corp. : 
PAPER DRILLS Columbia Ribbon & Carbon Mfg. Co. . 
Challenge Machinery Co : = General Ribbon Corp. 
Pioneer-Toledo Corp. 
RUBBER STAMPS 


PAPER JOGGERS Douglas Homs Co sows ne 


Syntron Co. 


SAFES 
PAPER SHREDDERS a a .....Dec., 150 


Industrial Shredder & Cutter Co ° Ei Schwab Safe Co oso00 tea, nae 
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SECURITY SYSTEM TELEVISION SYSTEM 
United Electronics Laboratories . Argus Cameras Div. 

Dage Television Div. 
SHELVING 


Metropolitan Wire Goods Corp. , TIME RECORDER 


Cincinnati Time Recorder Co. 
SIGNMAKERS Stromberg Time Corp. 


Mutual Aids , 
Pryor Marking Products Oct. TOWELS 


Reynolds Printasign Co. Chicopee Mills, INe. .....cccccccscccccees Dec., 


SORTERS, PAPERS TRUCKS, OFFICE 


NN acd cn kaa dey Cas veh Neaeuata Oct., 24) a le” SPP ere eee Oct., 
Valley Crait Products, Err ee Sept., 


SORTER, PHOTO SLIDES 
Wer ey NP GOR, beh ecicgssivinees Sept., 244; Dec., 137. TYPE COMPOSING MACHINES 


Electro-Rex Corp. of America 
STAPLERS Lithoid, Inc. 


Ace Fastener Corp. , 198  StripPrinter, Inc. 
Bankers & Merchants, : , 140 
BOONE BTM, GO. ccccccccsciccs Aug., 113; — 137 TYPEWRITER CLEANERS 


Technilube 
STAPLERS, ELECTRIC Thomas Industries, Inc. 
Bostitch, Inc. bs ., 109 


oe ae Se. July, 138 TYPEWRITERS, ELECTRIC 
ene Wak SHRP EATER ESO eS ss Aug., + I” R. C. Allen Business Machines, 
STATIONERY, HOLIDAY Smith-Corona Marchant, Inc. 
Goes Lithographing Co. .................. Sept., 204 TYPEWRITERS, PORTABLE 
STITCHING MACHINE Addo- * Inc. 
i Facit, Inc. ; 
Thomas Collator Industries, inc. a eon Ace A wading ‘Suen. “sess 2 
STORAGE CABINETS Smith-Corona Marchant Inc, ..........-.-- Nov., 
Torpedo-Werke A.-G. 
Akro-Mills, Inc. pers j » 
Borroughs Mfg. Co. ai . 
Inca Metal Products Corp. = TYPEWRITER, POSTING 
Torpedo-Werke A.G. ., 230 

TABULATING CARD EQUIPMENT, SUPPLIES 
Beemak Plastics pax" ys TYPEWRITERS, STANDARD 
Campbell Products .... Fecnntes Dec. Continental! Office Machines, Inc. ........ ., 109 
Codo Mfg. Corp sige wees ucuaaae ace Olivetti Corp. of America ., 176 
Diebold, Inc. " ; " Smith-Corona Marchant Inc. ........ ., 210 
Dobeckmun ber Fi ; 

erhard Faber Pencil Co. . f 
Ever-Safe Co. ....... sents t. UPHOLSTERY FABRICS 


Hedman Co. : Siren GES nonce c cc cesses scnccces ., 148 
Edward Ochman Systems Ss United States Rubber Co. .............. ., 244 
Smead Mfg. Co. 


Systematics, Inc eon J VACUUM CLEANERS 

wlohe aa alla ak Pn ‘ Breuer Electric Mfg. Co. ...... ....Aug., 120 
Wilson Jones Co, Aug., 136; ; H-P Products As -.-Oct., 250 
Wright Line, Inc. Jul ' 


TELEPHONE AMPLIFIER . WASTE RECEPTACLE 
American Dynamics Corp. : Woodlets, Inc. 


TELEPHONE INDEX WATERCOOLERS 
Melcar Office & Business Equipment ...... * Sunroc Division 





THIS INDEX IS VALUABLE for reference when you file your copies of THE OFFICE 
in attractive Volume Files. Each file holds one volume (six issues) with volume 
index in last copy (June and December). Send $5 for two files (for a year’s copies) 
to Jesse Jones Box Corp., Box 5120, Philadelphia 41, Pa. 


THE OFFICE is also available on microfilm 
from University Microfilms, Ann Arbor, Mich. 
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ADVERTISERS 


Acco Products : 

Accountants’ Supply House 

Acme Visible Records, Inc. 

Addo-x, Inc. 

Addressing Machine Co. of California 
Addressograph-Multigraph Corp. 
Allen Business Machines, Inc., R. C. 
All-Rite Pen, Inc. . 
American Automatic Typewriter Co. . 
American Geloso Electronics, Inc 
American Numbering Machine Co. 
Ames Supply Co. 

Atlas Stencil Files Corp. 

Avery Label Co 

Ayres Corp. 


Beach Publishing Co 
Bedinghaus Business Forms Co. 
Bell & Howell Phillipsburg Co. 
Best Pencil Co., Richard 
Bevco-Precision Mfg. Co. 
Bostitch, Inc. 
Bruning Co., Charles 

Can-Pro Corp. 

Carteret Printing Co. 

Cashere Corp. 

Challenge Machinery Co. 

Champion Paper Specialties, Inc. 

Cincinnati Time Recorder Co. 

Clark, Inc., Keith 

Cole Steel Equipment Co. : 

Cole Steel Office Machines, Inc. .. 

Collamatic Corp. 

Columbia Ribbon & Carbon Mfg. Co. 
Comptometer Corp. 

Consolidated Business meme, ae 

Control Systems, Inc. (Plus) = 
Control Systems, Inc. on Diehl) 
Copease Corp. 

Copycat Corp. 

Cramer Posture Chair Co. 


32, 33, 34, 36 
; 135 


Davidson Corp. 

Defiance Calendar Co. 

Delbridge Calculating Systems, Inc. 
Dewberry —- Co. ; 
Dick Co., : 
+h thy Corp. 

Ditto, Inc. Inner Back Cover 
Ecusta Paper Products 8,9 
Engler Instrument Co. : 184 
English Numbering Machines, Ltd. 178 
Ever Ready Calendar Mfg. Co. 130 
Ever-Safe Co. . 


Faber-Castell Pencil Co., 
Facit, Inc. 

Facit, Inc. (Odhner reese 
Flash. Filing Co. 

Fletcher Paper Co. 

Force & Co., Wm. A. 

Frankel Mfg. Co. 

Friden, Inc. ... 


A. W. 
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Gates Acoustinet Inc. 
General Fireproofing Co 
Gevaert Co. of America 
Gilbert Paper Co. 
Graphic Systems 

Griffin Mfg. Co. 


Haloid Xerox Inc. 
Hammermill Paper Co. 
Hanover Pen Co. 

Heyer Inc. 

Howard Paper Mills Inc. 
Hush-A-Phone Co. 


Indiana Cash Drawer Co 
Industrial Shredder & Cutter Co. 
Inter-Continental Trading Corp. 
International Business Forms, Inc. 
Interstate Metal Products Co. 
Interstate Rubber Products Corp. 


Jardin Associates, Inc. 
Jones Box Corp., Jesse 


Kee Lox Mfg Co. 
Kenro-Graphics, Inc. 


Lagomarsino—FAI 
Lassco Products, Inc. 
Leathercraft, Inc. . 
Lee Products Co. 
Letterex Corp. ... 
Litho Research, Inc. 


Manpower, Inc. 
Methods Research Corp. 
Michael Lith Sales Corp. (Kutrimmer) 
Michael Lith Sales Corp. cupesecate 
Micropoint, Inc. 
Miller-Trojan Co. 
Minnesota Mining & Mfg. Co. 
(Magic Mending Tape) 
Minnesota Mining & Mfg. Co. 

(Microfilm Reader-Printer) : 
Minnesota Mining & Mfg. Co. (Scotch Tapes) 
Minnesota Mining & Mfg. Co. (Thermo-Fax) 
Monroe Calculating Machine Co. 

(Accounting Machine) ; 

Monroe Calculating Machine Co. 

(Calculating Machine) 

Moore Business Forms, Inc. 


National Assn. of Educational Buyers 
National Cash Register Co. 

National Plastic Products Co. . 
Nettle Mfg. Co. 

Nippo Machine Industry Co., Ltd. 
NuArc Co. (Flip Top) 

NuArc Co. (Light Table) 


Office Equipment Mfg. Co. 
Olin Mathieson Packaging Division 
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Olivetti Corp. of America ..... ; 
Outlook Envelope Co. ......... 


Paige Co. .. 

Palson Mfg. Co. 

Peerless Photo Products, Inc. 
Photorapid Corp 
Pitney-Bowes, + "(Check Signer) 
Pitney-Bowes, Inc. 

(Folding & Inserting Machine) 
Pitney-Bowes, Inc. (Mailing Scale) 
Pitney-Bowes, Inc. (MailOpener) 
Plain-Vu, Carr Corp. 

Plastic Binding Corp. 

Plus Computing Machines Division 
Precision Mfg. Co. Reese 
Print-O-Matic Co. 

Pronto File Corp. .. 

Pryor Marking Products . 


Raub Electronics Research Corp. 

Regna Cash Registers, Inc. 

Remington Rand Division .......... 

Richcraft Furniture Corp. 

Rite-Line Corp 

Roberts ior Co., “Weldon 

Rogersnap aoe Forms 

Ross Co., Philip 

Ross-Martin Co. . xy 

Royal McBee Corp ‘(Keysort) 

Royal McBee Corp. (Records Binder) . 

Royal McBee Corp. (Royal Typewriters) 
Outer Back Cover 


Saunders Mfg. Co. .. 
Scott-Rice Co. . gdavis : 
Scotty Engineering Co. 

Scribe Distributors Co. 

Sengbusch Self-Closing Inkstand Co. 

Shaw-Walker Co 

Shredmaster ae 

Smead Mfg. C 

Smith, Inc. Charles C. 
Smith-Corona Marchant Inc 
Speed-O-Print Corp. 
Standard Instrument Corp. 
Staplex Co. 

Star Forms, ae 

Stein Bros. Mfg. Co. 
Stenocord of America, 
Stevenson & Smith, Inc. 
Swift Business Machines Cup. 
Systematics, Inc. ‘ 


Tab Products Co. . 
Teletype Corp. . ; 
Thomas Collators, Inc. . 
Torpedo-Werke AG 
Transkrit Corp. 

Traveletter Corp. 
Typewriter Sundries Co., 


United States Envelope Co. . 


Vari-Typer Corp. 
Veeder-Root, Inc. ; 
Victor Adding Machine Co. 
Visual Controls Co. . 


Wassell Organization, Inc. 
Watkins Industries .......... 
Weston Co., 

Wiemer's, Inc. 

Wolf G.m.b.H., Hermann 
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AUTOMATIC 

OFFICE PAPER 

\ SHREDDER 
Add 


filing space 
by destroying can- 
celled checks, ledger sheets, time 


cards, W2's, pay vouchers and 
obsolete papers—in your own office! 
The new “SILVER EXECUTIVE AU- 
TOMATIC” Paper Shredder is the 
only automatic feed machine .. . 
shreds papers into unreadable %4” 
strips, in just a few seconds! The 
machine is an «attractive, typewriter- 
size, portable desk model, with full 
Y2 HP motor. Completely safe, and 
easy to operate. Many other sizes 
available, too. 
Ten-Day Trial on any shredder. 
Write today for literature. 


INDUSTRIAL SHREDDER 


AND CUTTER COMPANY 
103 MILL ST. * SALEM, OHIO 


For More Information Circle No. 192 
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Year-Ends and Odds 


Electric typewriter sales in the United 
States for 1959 will reach a record figure well over 
225,000 machines. Portable typewriters will likely 
exceed three-quarters of a million units. 

Of companies with assets over a billion dol- 
lars, nearly half have their head office in New York 
City; exact figure is 3l out of 70. 

The tiny paper clip retains its value in to- 
day's office — some six billion of them will have 
been produced this year, enough to circle the earth 
sixteen times. 

American companies and institutions will 
have purchased close to half a billion dollars worth 
of metal office equipment (chairs, desks, files) be- 
fore the year is out. 


The copying market has developed beyond all 
expectations and at practically no expense to other 
existing systems and equipment. Total sales of the 
four basic processes (diazo, diffusion transfer, 
Thermo-Fax and Verifax) will be over 100,000 ma- 


chines, with additional paper sales of $150 million. 
* * 


The use of electronic computers is growing 
abroad. Approximately 250 are now in use in Great 
Britain and another 125 are on order. 

European countries leading in typewriter 
production are: West Germany, Italy, Great Britain 
and Holland in that order. 
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This Paper Work Monster is stealing 654 
out of every paper work dollar you spend!" 


“New York Dept. of Commerce “Smoil Business Bulletin” No. 5 


ae) New DITTO’ office duplicators help you 


bring this profit thief under control fast! 


DITTO Direct Process (spirit) or Offset duplicators cut costs and 
increase savings in two ways—by speeding up paper work and 
improving communications. The result can be hundreds, and even 
thousands, of dollars in paper-work savings every year! There's no 
end to the versatility, ability and economy of DITTO office 
duplicators. Used alone, or with a DITTO one-writing system, they 
can put a rapid halt to paper work waste in your office. Mail the 


coupon below for complete information 


Ditto Direct Process (spirit) duplicators can turn oul 120 copies @ 
ninute on any weight paper from 16 pounds to card stock —up to § 
colors at a time on any size paper from 3” 15" to 18° 114" 


&s Ditto 


the helping hand for modern busine 


DITTO, INC.—6868 McCormick Rd., Chicago 45, 
ventieme Please ad me the fc wing. at bligation 
Complete facts DITTO line of quality office duplicating machin 


Additional formatior n DITTO ONE WRITING SYSTEMS 


| ame. title 
‘ 


For More Information Circle No. 





























Product of Royal McBee Corporation 
World's Largest Manufacturer of Typewriters 


For More Information Circle No. 440 





